“You  were  so  right  about  that  training  on  a  Burroughs 
...it  got  me  the  salary  I  wanted!” 


'I'licHi*  t-otnpaiiM'H  know  that  BurrouKhn  tna4'hitu*H 
an*  the  ultiinat4*  in  nM‘<'hani<‘al  iMTftH'tion  .  .  .  yet 
Hiinplit’ity  itaclf  in  o|M‘ration  and  upk(*(*p!  For 
llu‘Hi*  Hiina*  Hound  n*aHonM,  you  will  find  HurrouKlrs 
an  cxcfllent  inv(*MtnH‘nt  for  your  trainiiiK  proKrani. 

In  addition,  your  Htud<‘ntM  will  find  HurrouKhH 
(•anier  to  manti'r  and  to  o|N‘rat«^  For  full  detailH 
alMtut  till*  ina('hiiu*M,  oourw'H,  and  trainiiiK  aidH, 
plioiu*  any  HurroUKhn  oflat*;  or  wriU*  HurrouKh.s 
('or|M>nition,  Detroit  32,  MicluKan. 


Burroughs 


Ten  Key  tuldtnn  mtiehme —  vanWy 
inaHtenHl  Ity  touch  HyHteiii. 


Senmmatie  aeeounlinff  mii- 
thine  —  with  practice  tna- 
t4‘rialN  for  |>oHtinK. 


( 'alculiiliir  — df*  velopM  luKh  dettr^' 
ot  Mkill  and  accuracy. 


Tull  keyhtHird  tnidinn  mn- 
chines— etiurm-  in  Hhortcut 
addition. 


'I'iini*  after  time,  job  applicantH  find  that  Hkill 
ac(piin*d  on  MurrouKha  inachineH  will  o|N*n  the 
liiKir  to  the  inoHt  Hout(ht-af ter  |M>HitionH.  What’H 
more,  the  demand  for  HurrouKha-traiiuHl  |N‘rHonn(‘l 
in  KrowiiiK  hy  leafm  and  iNiundH,  aH  every  month 
more  aiui  mon*  companieH  an*  buying  iturrougliH 
machiiu*H. 


Just  4  of  the  many  training  courses  available  for  your  school : 


A(i<lr«’vk. 
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BUSINESS  EI)UC:ATI()N  WORM) 


I '  Imagine  me  |  '  '  [ 

typing  80  words/minute! 

.  .  .  thanks  to  expert  instruction 
and  proper  posture 


Btautfftol  clear  birch  Mood  .  .  .  ne<M  square  tubular  steel 
legs  in  matching  tan-taupe  Plastelle  Enamel  finish. 


Model  1750  Chair 


Model  1730  Typing  Desk 


Model  1752  Chair 


Model  1740  Bookkeeping  Desk 


AND  THIS  BOOKKEEPING  DESK 
SET  FIGURES  RIGHT.  TOO! 

Spacious  work  area  with  adequate  storage 
space.  Top  ignores  burns  and  liquids. 
Poya/  quality-buill  throughout.  Desk  and 
matching  contour  chair  available  in  school 
approved  Plastelle  Enamel  colors. 


The  younK  lady’s  riKht  —  i‘X(>ert  typinK  instruction  i{eta 
lietter  results  with  proper  [Misture  —  by  Ro]/al,  of  course! 
This  new  desk -chair  set  is  desiKned  (or  latest  training  tech> 
niques  with  manual  or  electric  tyfiewriters.  Desk  assembly 
is  reversible  for  left-hanrjed  students.  Platform  adjusts  — 
with  a  quick  twist  of  a  knob  —  to  just-right  typewriter 
height  for  correct  sitting  and  finger  position.  And  students 
find  the  open-front  storage  cabinet  with  pull-out  shelf 
mighty  handy  Chair  has  tilting  and  3-way  adjustable  back 
rest;  scientifically  pitched  contour  S4‘at.  Result:  proper 
{Kisture  for  all  students  —  any  size  or  weiglit. 


Y-  .y  ovROYALMtTAL  MANUFACTURING  COMPANY 
Psffc  Avenue,  New  York  16.  N  V.,  Dept  42-J 
(In  Cnone*  nav«i  Mtiai  Manulacluone  C*  .  Umilae.  6«ll.  OnWrio) 

Please  send  free  literature  on: 

□  Model  1730  Typing  Desk  and  Model  t/W  Chair 

□  Modal  1740  Bookkeeping  Desk  and  Modal  1763  Chair 

a«in«  .  . 

S<KmI  -  -  - 

Cllv,  2*n«.  SMI* 
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'ATT 


)  iwpjMiui 


The  KltlllK.N  f^AI/TJI.ATOK  .  .  .  fully  automatir 
.  .  .  everywhere  known  an  The  Thinking  Maehine 
of  Anieriean  Huainemt.  In  ofl[i«-e  after  office  thin  it> 
the  ^umln'r  (fnv  aulomalir  marhino  uaetl  for  pay* 
roll  calculatioiiM,  invoicea,  percentaicea,  iliM-oiintH, 
inventory,  laxea,  intereHt.  Kaaieat  to  learn  on,  nniat 
practical  to  teach  on  —  l»ecaiJNe  the  Friilen  per- 
(orniM  more  atepn  in  figure-work  without  operator 
(leciMioiiH  than  any  other  culciilaling  machine. 


In  today’s  AUTOMATIC  OFFICE 
...cppliconts  trained  on  Friden 
advanced  figure-thinking 
machines  are  best  prepared 
to  go  to  work  immediately, 
the  most  appreciated  people 


*rlde» 


The  Hl-key  Natural  ^Xay  FKIDKN  ADDINT# 
MAFIIINF,  the  moat  efficient  way  to  teach  ami 
learn  athlition,  \  iaihle  Ciheck  wimlow  ahowa  each 
item  (hir  accurate  work)  lu'liire  it  ia  printeil  or 
uihic«i,  Patentetl  keylNtanl  lita  ami  hcipa  the  haml. 
Many  more  atep-ahea«l  li-atiirea.  Availahle  aa  Moilel 
AH^  with  automatic  atepover  of  miiltiplicaml  l<»r 
rapitl  multiplication. 


Hciit  or  hiiy  from 


Send  now  for  details  of  the 
helpful  Friden  Teaching  Plan. 

No  obligation,  of  course.  Address 
Friden  Calculating  Machine  Ca.,  Inc. 
San  Leandro,  California. 
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BUSINESS  EDUCATION  WORLD 


LETTERS 


\Vc  arc  uratcful  for  the  rnantj  con- 
aratulatory  letters  ue  hace  rerrived 
on  our  Business  Teacher  Recruitment 
report.  The  follouina  letter,  however, 
has  a  purjmse  Iteyond  conaratulation. 

To  the  Editor: 

I  have  IxH'ii  greatly  interested  in 
the  artich's  on  tfu;  hnsiness-teaehcr 
shortage  in  the  June  issue  of  Hi'si- 
NKss  Edi’cation  VVohi.1),  and  <*si)e- 
c'iaily  in  wfiat  1).  Hiinehan){h,  of 
(Jas|MT,  Wyoming,  liad  to  say  al)ont 
"Tliis  Business  of  Decrees." 

When  I  was  graduated  from  hi^h 
sehool,  I  enrolled  in  (a‘in  City  Busi¬ 
ness  (,’olleKe  at  (Quincy,  Illinois,  and 
t«K)k  the  secretarial  conrsrr,  followed 
hy  l)<M)kk:eepinK-  At  (h-in  (’ity,  the 
teachers  were  as  thorough  as  any  I 
have  ever  s(‘en,  an<l  you  knew  what 
\ou  had  Im'cii  taught  or  you  were  not 
Uisen  a  diploma. 

I  did  the  lKK>kkeeping  (n*)t  with  a 
iMxikkeepiiiK  maehitie)  in  a  hank  in 
(,)uiney  for  two  years,  then  In'came 
the  secretary  in  the  largest  .MethtKlist 
church  in  Quincy.  Having  a  ^reat 
thirst  for  knowledge,  I  went  to  Illi¬ 
nois  Wesleyan  University  in  BKhiiii- 
in^ton  and  majored  in  reli't'ions 
education,  with  a  minor  in  Kt>Klish 
.md  one  in  psyeholoKy  and  education. 

I  had  no  eonimert  iai  work  other  than 
that  in  (ietn  (iity.  Diirinu  my  ioni 
years  at  W'esleyan,  I  worked  in  oHiees 
to  help  delray  my  expenses. 

I  a  jol)  tf'aehin^  husines's  and 
English  in  an  Illinois  hi^h  seh<M)I  and 
taught  for  six  years  in  Illinois  and 
live  in  Brookings,  South  D.ikot.i.  Of 
(oiirse,  I  was  K>ven  to  understand 
that  no  credit  could  Im*  ('iven  lor  the 
work  I  had  done  in  husiness  collet^e, 
so  I  went  to  sumtruT  seho«*l  at  llli- 
n«»is  State  Normal  l'niv<*rsity  in  .Nor¬ 
mal  to  try  to  pii  k  np  credits  that 
woidd  “count.”  In  «)ne  typing;  class,  I 
was  told  hy  the  instructor  that  I 
init'ht  as  well  ({et  out— she  could  do 
me  no  ^(kmI.  I  finally  manaUed, 
throuKli  spei  iaI  exams  and  attend.iiKc 
in  a  shorthand  class,  to  (^et  1 3'-^ 
s«Muest<‘r  hours.  Sixteen  are  re<|uired 
in  the*  field,  with  six  in  each  sid>jeet. 

In  the  meantime,  I  had  taken  a 
Eederal  Civil  Service  exam  and  had 
.m  appointment  in  Washington,  1)  (.. 
I  intended  to  (rive  up  teaching,  hut 
I  iound  that  I  liked  it  too  well  to 
quit,  s<*  I  returned  to  it.  Mcire  re¬ 
cently  (since  marriage),  I  have  had  a 
Universitv  Civil  S<*r\iee  appointm<*nt 
and  worked  for  two  y«‘ars  in  an 
office  at  Illinois  .St.ite  .Normal. 

In  I  was  married  to  a  man 

with  a  family  of  young  children,  so 
I  rpiit  t(*a(hing  and  six-nt  more  than 


twr*nty  years  hringing  up  the  children  | 
and  helping  my  hnshand  operate  his  j 
ow'n  barbecue  shop  in  Normal.  i 

Last  fall,  1  dr’cided  to  he<‘d  the  I 
jileas  for  teachers  to  return  to  the  | 
ranks.  'I'lirough  a  teachers  agruicy,  1  , 
secured  a  ixisition  h<‘re  in  Illinois, 
in  a  small  high  school  that  is  not 
rec*ognized  by  the  North  Central  As- 
STK'iation.  I  was  told  at  once  that 
I  would  have  to  take  steps  to  get 
six  hours'  credit  in  IxMikkeeping,  an<I  | 
I  was  in*v«*r  ix*rniitt«‘d  to  forget  that  • 
I  did  not  “have  sufficient  crerlits.”  I  j 
have  lM*<*n  teaching  one  class  in  lo¬ 
ginning  shorthand,  two  in  lM*ginning 
typing,  on**  in  office  praetiie,  and  «me 
in  b<x>kke(*ping.  In  addition,  I  have 
lH*en  **xp<*cted  to  spon.sor  the  news- 
pa|)<*r  and  the  annual,  and  to  cospon¬ 
sor  the  junior  class. 

When  I  took  my  certificate  to  the 
county  snix*rintendent’s  •iffit'c  to  have 
it  register*'*!  in  Sept**mlM*r,  I  was  in- 
struct***!  t*)  read  The  Eamiltj  \ohodij 
Wanted  and  to  send  in  a  r<*ix)rt  on  the 
IxMik— an*l  that  I  had  lx*tter  do  it  I 
)H*f*ire  the  enti  *)f  th**  nmnth  *»r  I 
might  imt  g**t  my  pay  (h*‘*  k. 

We  have  a  principal  who  s<***ms  to 
**nj*)y  l**tting  the  pupils  kirnw*  that  h** 
is  “after”  one  *)f  the  teachers  an*l 
th(*n  humiliating  her  in  front  *if  th**m 
an*l  in  fniiit  *)f  oth**r  faculty  m**m- 
l)<*rs.  When  I  relolled  at  this  treat¬ 
ment,  In*  r**lus***l  to  spt*ak  to  in**  *)r 
r*****igni/**  111**  the  r**st  of  th**  y«*ar. 

I  lo\(*  t*)  t**a*h,  and  1  f****!  that  a 
true  t*  aeh*‘r  is  a  c*impanion  and  a 
gni*le  to  h**r  pupils.  I  have  w*)n*l**r- 
fiil  fri**n*ls  anmng  the  pupils  in  my 
cla.s.s**s,  as  w**Il  as  among  the  snp<*r- 
int**nd**nts  an*l  [iriiieipals  un*li*r  w  hom 
I  have  taught. 

It  mal**s  me  h(*artsi*'k  that  1  know* 
my  subject  matt**r,  have  ha*l  so  mu*'h 
**xp(*ri*‘nc**  in  actually  *loing  th** 
things  th.it  I  t*‘a*h,  and  fe(*l  I  am  a 
g*xKl  t**a*  lor-hiit  tliiit  th**r**  must  lo 
h**l*l  *)V**r  my  hea*l  the  threat  *»f  n*it 
g*‘tting  anoth**r  job  localise  I  ihin’t 
liav**  th**  “*i***lits.”  I  am  (if  the 
opinion  that  t**a*h**rs  ri'.^lly  aren’t  mi 
ba*lly  iii'***l***l-at  any  rat**,  th**y  **vi- 
*l(*ntly  an-n’t  s**  impoitant  as  th**  rul«*s 
an*l  r**gulations  that  niak**  *>r  br**ak 
t**ach*'rs.  i'*'rhaps  if  moii*  |M*opl«*  like 
I).  Ilim**baugh  w**ri*  hi*lping  m.ik** 
th**  rul**s,  things  wouhl  lo  *liff**r**nt. 

I  hav**  *l<**  id***l  that  I  was  niu*'h 
m*»re  ajipr***  i.it***l  and  f**lt  mor**  iM*r- 
s*>nal  *lignity  wh**n  f  was  making  pi**s 
for  custoni*-rs  in  our  b.irlx*cu*;  shop 
than  during  my  **x|)*ri**n(  e  as  a 
t**a*  h**r  this  yi*ar.  But  it  is  h**art<*ning 
t*»  r**a*l  th**  w*Mi*l*  rful  .irti*les  in  your 
m.iga/iiK*  this  mouth,  an*l  I  want  to 
thank  you  f«ir  th**  lift  th.it  th<*y  ha\** 
giv(*n  to  my  spirits. 

.MaIUK  C.  SKVKK-Vi.N 

Sormal,  llUru)Ui 


HELP  YOUR  STUDENTS 
FIND  THE  RIGHT  JOB  BY 
USING  THE  NEW 


BUSINESS  CAREER 
KIT 

Chronicle  CJuidance  F’ublicn- 
tions,  Inc.,  is  oflering,  for  the  first " 
lime,  u  Business  C'areer  Kit  for 
use  by  business  lea*'hers.  Chron¬ 
icle  has  been  pr*Hlucing  general 
educational  and  vioational  guid¬ 
ance  materials  for  secondary 
schiHils  for  twenty  years.  I  he 
need  for  a  I  IBRAKY  i>f  career 
liata  in  business  education  has 
become  apparent,  and  s*>,  from 
our  large  library  of  iiiftirmalitm 
and  materials,  we  are  making 
available  lo  ymi  in  the  "Kit  the 
following: 

•  Direethms,  Outline  unil  Crosk- 
Keferrner  Curd 

•  Brief  Job  .Studies  on  Riisiiu'ss 
(Keiiputions 

•  Reprints  from  Business,  I  rude, 
leelinieui,  und  l'rofessi*inul 
Mugu/ines 

•  INisters,  1 1  x  17  und  17  A  22 

in  two  e«»lors  -■  *- 

•  A  f  iling  System  covering  over 
4ti  pills  in  liiisiness  fields 

•  Business  Career  Index  t*i  free 
«ir  inexpensive  muteriuls  avail- 
able  fr*im  <ither  reliable 


•  ,\ll  this  material  Is  c*inlained  in 
a  bandy,  piirtabie  filing  case. 

— ftir  a  complete  price  of  S25.00 
plus  shipping  charge. 


<  hr*ini*le  (iuirfance  I'ulili*  alitint.  In*. 
Moravia,  Nrw  y  <irk  I  i.iic 

<  1  Vn.l  the  HIJSINfJSS  (  AKI  I  K  Klf 

■  in  |ll-<lay  .ippr*>val,  no  ohliitalion 

Defer  hillmu  iiniil 
(  )  Send  (fesciiplivr  infurmaiion 
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in  schools  today  than  any  other  make . . . 


Ihc*  ri>ti<M>n  U  ihK:  the  NKW,  IMPKOVKI)  ROYAL 
KLhXTRIC'  ban  m)  many  wonderful  exclusive 
features  that  liel|)  make  teaching,  easier . . .  and 
the  teachinK  ri'sults  more  satisfactory. 

Koyal'k  “hMK-h  (  <»nlrol.”  It  heljis  bridge  the 
K<i|>  IxMween  (MinchinK  and  |>attinK.  Heljw 
students  adjust  (juickly  to  electric  strokinK- 

KoyMl's  Speed-l-lo  keylMMrd.  This  is  the  key- 
l)oard  near»*st  to  the  standard.  There’s  less 
for  the  student  to  learn  when  switchinK  from  the 
manual  to  the  electric  tyjiewriter. 

New  Kuyal  lwin>l*Mk.  Saves  classnxmi  time, 
fuss  and  muss.  There’s  nothing  to  wind  or 
thread.  You  just  lift  out  the  old.  drop  in  the  new 
Twin-I’ak  rihlxm  .  .  .  and  start  typinR  in  just 
seconds.  No  more  inky  finRers. 


r/t,  Plus . . .  Royal’s  famous  ’’MaRic”  *  MarRin .  . 

liRhtninR-quick  CarriaRe  Return  .  . .  easy-to 
read  Line  Meter  that  tells  the  student  how  many 
lines  to  the  end  of  the  jiaRe  .  .  .  Uniform  Royal 
Scales  act  as  built-in  rulers... Line-o-MaRic  con¬ 
trol  for  automatic  underscores  and  hyphens... 
and  Royal’s  own  AutornaRnetic  Switch,  a  valu¬ 
able  safety  feature  in  the  classr(<om. 

Add  to  this  Royal’s  deiK'ndable  service  with  more 
service  jHiints  than  any  Jither  manufacturer. 
Available  in  5  Royaltone  crilors. 

But  you  have  to  see  it— and  try  it  —  to  appreciate 
the  new,  improvi'd  Royal  Klectric.  It’s  the  latest 
in  the  Royal  traditani  «)f  manufacturinR  tyix*- 
writers  for  more  than  half  a  century.  Your  Royal 
Reprt“sentative  will  lx.*  Riad  to  demonstrate  it  for 
you  riRht  in  your  own  scluxil.  No  obliRation. 


Brilliant,  new  Royal 


makes  teaching  7  ways  simpler! 


There  are  at  least  si*ven  reasons  why  the 
brilliant,  new  Royal  will  help  sjK'ed  up  the  stu¬ 
dent’s  skill  development  and  ^ive  you  nioresatis- 
fymK  teachinK  results.  I>K>k  them  over  and  you’ll 
see  why  Royal  is  the  "most  wanted”  tyjH-writer 
m  schijols  t<xiay. 


CT  New  hrilliant  loueh.  Easier,  ajK-edier . . .  because 
“  it’s  ounces  liKhter.  Individual  coil  s|)rin>{8  on 
each  key  are  matched  to  the  varying  strength  of 
your  fiiiKers. 

^  New  liKhlninK’ quick  (  urriaKe  Return.  Lighter. 
^  freer  movement  . . .  carriage  whijw  back  at 
your  lightest  touch.  I^-ver  is  drain'd  for  maximum 
comfort  and  convenience. 

New  Ko>al  I  win-l*ak . . .  the  clean  and  easy 

riblxin  chanKer.  I^i  ts  students  change  ribbons 
in  seconds  with<iut  smud({inK  firiRers. 


New  spi'ed  spacer.  Space  b;»r  is  sloiied  to  fit 
thumb  comfortably.  Won’t  “bounce”  even 
at  luKh  siieed. 

[5  New  I.lnc*  Meier...  tells  student  howmanylines 
^  to  end  of  paj^e.  Helps  students  learn  pro|n'r 
copy  placement.  All  scales  are  uniform. 

S«  quiet ...  at  least  (|uieter  than  Ix'fore. 
'S'  Cuts  down  disturbance  tocitfier  students  and 
other  classrooms. 


New  l>rillianl  Iwo-lftne  colors  created  fiy  a 
U  famous  color  stylist.  Mriuhten  up  y<nir  class- 
nnmis,  banish  eye  Klare.  At  no  extra  cost. 


Like  all  Royals,  this  brilliant  new  standard  stands 
up  sturdily  to  day- in  and  day-out  clashr«s»m 
IKHindinK.  Re(juires  less  servicinn.  Taki-s  less  lime 
out  for  repairs.  Ask  your  Royal  Repre-u-ritative 
to  bnnK  one  in  for  a  demonstration. 


electric  •  standard 

i'rfMJucrta  of  Itoyal  (!or|*orati<jn,  workl'a  largcat  inantifa<-t(irfr  of  lyta-wriii-ra 
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Do  you  use 


these  netv  teor 


kbooks  inyo^ 


classr^)onu 


WORKBOOK  FOR  GREGG  SHORTHAND  SIMPLIFIED, 
INCLUDING  FUNCTIONAL  METHOD,  SECOND  EDITION 

Correlate*]  Xentutn  by  lesson  with  the  basic  manuals,  the  workbook 
features  the  new  F^volution  Drills  that  <levelo|i  ability  to  construct 
new  outlines.  In  the  Kvolution  Drills,  the  stu«ient  is  given  in  short- 
hand  the  first  word  in  each  drill.  Using  this  (outline  as  a  guide, 
he  tlu'ii  “evolves”  the  shorthand  outlines  for  the  remainder  of  the 
words  in  the  drill.  'Ihe  workbook  also  contains  S|)elling  Drills, 
I'unctuation  Drills,  Word  Study  Drills,  and  “Context”  Drills.  Also 
Availahlr:  Key  to  Workbook,  Stu«lent’s  Transcript,  Tea<  her’8  Hand¬ 
book. 

TRANSCRIPTION  WORKBOOK  FOR  GREGG 
DICTATION  SIMPLIFIED,  SECOND  EDITION 

An  entirely  new  ty|>c  of  w«)rkbo(«k  designed  to  provide  practical 
application  (tf  all  transcription  |Mtinters.  The  diills  are  based  on  the 
practn  e  material  in  the  text.  I  he  student  who  has  prepared  the  lesson 
in  the  text  «'an  complete  the  workbottk  lesson  in  a  matter  of  minutes. 
Also  AvaiUthle:  Key  to  W'orkl»<»ok,  Stutlent’s  Transcript,  Teacher’s 
llaiMlbo«(k. 

WORKBOOK  FOR  GREGG  TRANSCRIPTION 
SIMPLIFIED,  SECOND  EDITION 

'Ihe  workbook  contains  lf>  different  ty|>es  of  drills,  each  designed 
to  help  the  stu<lent  iMt-ome  an  intelligent,  rapid,  and  accurate  tran- 
s4‘rilM‘r.  Students  are  prepared  to  hamlle  almost  any  transcription 
problem  upon  completion  of  the  workbook.  Also  Available:  Key  to 
Workbook,  Student’s  Transcript.  'I'caidier’s  Handbook. 


Wrilr  your  iwurv»l  Grvgg  offia* 


CRECC  PUBLISHING  DIVISION 

McGraw-Hill  Book  Company,  Inc. 


IMew  York  .16 1  .1.10  W  r*!  12nil  Si.  San  Franrisro  t:  6K  l*o*l  St. 

Chicago  .10 1  46.1S  tlhasr  Avr.  Dallas  2:  !>01  Elm  St. 
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BUSINESS  EDUCATION  WORLD 


THE  BUSINESS  TEACHER'S 

^  •N 

Xc 

■‘111 

WITH  'I'lHS  ISSUK.  our  ProbU-in  (^liuic  Im((iiis  its  second  scar.  Our 
ho|H*s  for  till*  (diiiic  were  iimre  tfiaii  reali/e<l  last  yeai,  iu  terms  of 
troth  (|uaiitity  and  quality,  au<l~just  as  imirortaiit  to  us— iu  terms  of  a  closet 
relationship  Iretwt'en  Bisinkss  Edccation  VVohi.d  and  you,  our  readers. 
We  feel  that  we’re  ^ettin){  to  know  you  lK*tter  ami  that  you’re  ^ettm^  to 
know  each  other  lR*tter.  It’s  a  satisfyin|{  feelinj;. 

This  year  we’re  a){ain  offeting  prizes  of  $25  find  $15  for  the  two  In-st 
fuflutunvs  submitted  and  prizes  of  $10  and  $5  for  the  two  In-st  prohit'tns 
submitted.  .All  problems  and  Milutions  received  siniv  last  May  1  (they’re 
publislied  in  this  issue)  and  up  to  May  1,  195H,  art*  eligible  lor  prizes  If 
you  fiave  an  answer  to  a  problem  printed  hen*,  don’t  hesitate  to  send  it  in, 
you  may  Irt*  doin((  another  tt'acher  a  real  favor.  On  tht*  other  hand,  someoni* 
mas  Ih*  able  tt»  help  you  solve  i/our  problem. 

Incidentally,  several  of  our  readers  have  intpiiicd  whether  .Maii{aret 
Mc<larthy  (the  teacher  in  Kurland  whose  blackiMturd  problem  tlrew  a  heavier 
resironse  than  any  other  problem  we’ve  printed  so  far)  ever  found  a  way  out 
of  the  ni'rve-rackin);;  situation  that  confronted  hi‘i.  We  sent  up  a  distiess 
signal  in  the  June  issue,  and  Miss  McCarthy  answered  it.  She  said: 

“I  have  lM‘«‘n  following  the  various  problems  submitted  each  month  and 
thoroughly  enjoyetl  readin){  them,  esiH'cially  the  s«»lutious  ^iv<‘n  for  my  own 
problem.  I  was  surprised  at  the  many  replies  aildressed  to  me,  and  iiideeil 
I  was  deeply  touched  by  the  sinceritv  displayed  and  the  eaj^ei  way  in  which 
so  many  kind  straiiKcrs  flocked  ‘to  my  res<*ue.’  After  deep  thoiq'ht,  I  fol¬ 
lowed  the  advice  of  Miss  HtHirnaz.ian  (see  May  issue)  and  wrote  to  tin* 
day-sch(Mil  teacher  alon^  the  lines  su^){ested.  .Althou){h  I  faihil  to  ^et  a  lepK, 

I  have  had  no  tioiible  since.  iMease  pass  on  my  thanks  to  Miss  HtMiinazian 
and  the  other  kind  people  who  took  the  trouble  to  write.” 

We  ho|M‘  you’re  as  happy  as  we  are  at  the  outcome  of  this  aff.iir.  It  may 
inspire  some  of  you  to  come  to  the  aid  of  two  other  te.icliers,  who  are  laced 
with  the  problems  presented  Iwlow.  If  it  diMS,  send  your  su({){estious  to 
Proldem  (.'link',  Hi'sink.ss  Klirr.'A'i io\  Woiu.d,  3.'MI  West  12  Street,  New 
$'ork  'Ui,  New  York.  And  do  us  this  favor:  Please  semi  us  /n  o  copies  ol  soiii 
siiKKestions,  so  that  we  can  relay  one  immediately  to  the  te.icher  with  the 
problem  and  retain  the  other  for  publication. 

I.  I  am  the  only  business  teaclier  in  a  small  fuKh  scliool  with  an 
enrollment  of  approximately  H5.  I  have  three  classes  in  typinj^  and 
usually  have  about  twenty  students  taking  IreKinniiiK  lypiiiK  and  seven 
enrolled  for  the  advanced  cmirse.  Tlie  class  |H*riods  are  forty-flve 
minutes  in  length.  1'he  scIumiI  is  liKated  in  a  small  riirid  community. 

A  few  students  from  each  KraduatiiiK  class  ku  on  to  college.  Most 
of  the  Kiris  are  marrkd  within  u  year  after  they  are  Kraduated 
from  IukIi  schiMil.  One  or  two  mernlrers  of  eacli  Kmiip  work  in  an 
office  or  clerk  in  a  retail  store  for  a  few  years  after  they  finish 
hifth  school. 

Here  are  the  situations  that  take  so  much  of  my  classroom  time 
that  I  am  forced  to  neKiect  s|K*ed  biiildiiiK  and  omit  several  units 
that  I  feel  should  be  taiiKht.  (Since  I  am  lonsidered  a  demandiiiK 
taskmaster,  I  cannot  assiKn  more  outside  work  tfian  I  now  recpiire.) 

a.  I  s|)onsor  the  monthly  schiKil  newspa|M‘r,  whicli  consists  of  four 
printed  pa^rs  and  three  leftal-si/e  sheets  of  diiplk-ated  Kcade-sclimil 
news.  Since  there  is  no  Jounialistn  class,  some  of  tlie  writiiiK  and 
all  the  typinK  of  copy  for  the  local  printer,  as  well  as  the  ciittiiiK 
of  stencils,  are  considered  typiiiK  projc'cts. 

h.  There  are  few  diiplicatiriK  machines  in  town,  so  the  typiiiK 
classes  cut  the  stencils  and  duplicate  the  yearluMiks  for  various  church 


frK, 

&  S'  ^ 


are  the 
rage  in 
every 
office 


Many  secretaries  are 
loyal  to  l.rascrSlik 
nm  and  nmw  — 
the  all-utility  whitc- 
pulishcd  beauty  that 
changed  a  nation’s 
erasing  habits. 

Others  are  crazy  about  our  gorgeous 
new  Redhead  70b6  and  7066H  —  with  the 
soft  red  typewriter  eraser  and  red  brush. 

Whatever  your  preference,  I  raserSlik 
helps  you  turn  out  cleaner,  neater  work 
without  strikeovcrs  and  ghosts  showing. 
Because  firaserStik  is  the  new,  the  mod¬ 
ern,  the  better  way  to  erase.  Why  work 
under  a  handicap?  Start  using  l.raserStik , 

If'ACHF.RS:  A  I  R FT.  sample  available 
for  class  demonstration.  Write  on  schiMil 
stationery, 

A.W.FABER-Cil5rfU 

PENCIL  CO.,  INC.  •  NEWARK  3,  N.  J. 
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MIOftLlM  CUNIC 


mmi  cMc  oKanixatiom.  The  uroupt 
pay  only  for  the  suppliet  uaed,  and 
Iko  money  b  placed  in  the  Krneral 
aebool  fund. 

c.  Various  departments  in  the 
aebool  look  to  the  business  students 
•a  type  reports  and  papers.  The  drafts 
tbat  they  submit  are  often  carelessly 
prepared  and  are  frequently  Riven  to 
•I  only  a  few  days  hef<Ke  the  fin- 
Miad  product  must  In*  ready.  I  refused 
to  accept  some  of  these  reports  and 
bad  the  unfortunate  es|>erieiH’e  of 
bavinR  the  teachers  turn  to  some  of 
aay  poorer  students,  who  did  the  wink 
wlthfMjt  supervision.  Then  the  rumor 
waa  circulated  that  the  typiiiR  stu¬ 
dents  cxrtainly  could  not  lie  relied  on 
to  do  satisfactory  work. 

If  you  recommend  that  I  drop  some 
«f  these  activities,  how  can  I  do  it 
wMiotit  Retting  an  adverse  reaction 
ffssm  the  teachers  and  townspeople? 
How  c‘an  1  prevent  having  ptHtr  typ- 
b»«.  dmie  without  my  siipervuicm, 
blamed  on  the  biisiness-educaticm  de¬ 
partment? 

Anonymcm’s 


2.  In  our  high  school,  we  teach 
two  years  of  typing.  In  our  depart¬ 
ment,  there  are  three  instructors  of 
typing.  One  instructor,  in  addition 
to  hb  high  school  teaching,  b  pres¬ 
ident  of  a  business  college  in  our 
town,  lie  has  a  high  school  student 
who  has  attended  hb  business  college 
during  the  summer  and  who  has  now 
learned  to  type  hut  wants  additional 
training.  He  wants  her  to  omit  the 
first-year  typing  course  in  the  high 
school  and  take  advanced  typing. 

llie  other  instructor  and  1  feel 
that  many  students  can  type  when 
they  enter  high  school;  some  have 
taken  adult  classes  in  typing,  some 
have  been  taught  privately.  Should 
tliey  also  he  allowed  to  skip  l>eginning 
typing  and  sign  up  for  the  advanced 
course;  and,  if  so,  what  will  that 
finally  do  to  our  commercial-depurt- 
ment  typing  curriculum? 

In  some  colleges,  a  student  can 
take  tests  for  placement,  but  in  others 
a  prerequisite  is  required.  What  would 
you  suggest  as  the  best? 

.Avonymcm'H 


ADJUSTABLE  STEEL 


DO  THE  JOB  RIGHT! 

Study  has  proven  thot  BOTH  the  chair  and 
table  should  be  ADJUSTED  to  fit  the  individual. 
SEMCO  ALL  STEEL~  School  ond  Office 
Equipment  saves  you  money  while  it  offers  correct 
typewriter  height  from  26  to  29'/?  inches. 


Drop-Leof  Stand 


ADJUSTS  AS  EASY  AS  blALINO  YOUR  TILIPHOHI! 


Jvst  o  simpU  turn  of  the  REMOVABLE  cronk 
•Mures  proper,  positive->lockino  typewriter 
bed  height.  The  choir  alone  connot  ossure 
typing  ease  and  improve  typing  techniquel 
BE  MODERN...  USE  SEMCO'S  ADJUSTABLE 
TABLES  ond  STANDS  I 


Bodi  areeSsfl  Arm  ttretctwrl  A  H  N  N  I 
UMCOtl 


No.  101 
Typing  Toble 

Write  for  FREE  IUuitrat»d  folder 


SEMCO  SALES 


FtNILLAS  tNTBteNATtONAL  AtRFORT 
ST.  FBTansButeo  e  PLontoA 


DECEMBER  PROBLEM 

Very  frequently,  we  are  asked  tu  sponsor 
an  assembly  pronram.  I  wonder  what 
yuggesbrrru  fHher  husitn  ss  teachers  might 
have  renardinn  interestinft  proftrams  that 
the  business  department  cttuld  present  fm 
a  funJor -senior  high  assembly^ 

Maiw.aret  J.  Mktz 
Upprrr  Ihihliii  High  ScImjoI 
F*i»rt  Washington,  Pr-nnsylvania 

SuB9«*f«cl  Solution 

Dear  Miss  Metz: 

One  uf  the  iiant  Miccessfiil  a.<><>einhly 
programs  our  commercial  department  has 
produced  is  wliat  we  call  "f)nr  Commer¬ 
cial  l)ei>urtinent  at  M'ork.” 

We  use  eight  or  ten  typrtwriters,  placrtl 
on  tla-  stage  v)  that  each  girl  can  la*  s«a:n 
hy  tlu*  aiidiem-r*.  As  the  curtain  is  rai.M-d, 
the  students  an-  typing  to  music.  Tliey 
then  take  thn-r-  I -minute  tests;  at 

the  end  of  each  test,  tiu-  girl  or  Ikj>  with 
the  higliest  spt-rsi  stands,  and  his  speed 
is  aiUMMinced.  ( All  the  typists  display  cor- 
r(*ct  |a>stur<‘  and  tsirret  t  typing  hahits. ) 

Tile  same  students  may  la?  us**d  for  tla* 
sluirtharMl  deiiHiustration  that  follows  or 
otlier  students  may  la*  siihstitiiterl.  Dicta¬ 
tion  (letters  only)  starts  at  80  words  a 
minute,  iirogrevsing  to  100  warn  and. 
finally,  120  w  a  rn.  .After  tla*  audience 
has  se<‘U  the  students  lake  two  letters  at 
r*ar-h  .sp«-<-<l,  tla-  curtain  is  drawn  and  the 
students,  supplierl  with  stationery,  dic- 
tiouarU*s,  and  erasr-rs,  typr-  one  letter 
dii-taterl  at  each  sp*<sl.  'Hiey  work  inde- 
[M-iidi-nlly  of  ou«‘  auotla-r.  During  the 
time  allowed  for  tran.s<ri|>tion  ( alMHil 
fiftivn  minutes  for  each  letter),  tlw  audi¬ 
ence  is  entertained  hy  th«-  s<-hool  orclie.s- 
Ira,  singing  groups,  and  so  forth.  Just  as 
soon  as  the  girls  coniph-te  their  letters, 
the  letters  are  checkesl  and  are  delivered 
to  tin-  amlience  hy  hackstage  niesst-ngers. 

This  year  we  added  a  feature  that  I 
iM'Iieve  is  esiremely  pru<  tical.  We  iuviterl 
two  liusiuessmeu  to  dit  tate  a  few  letters 
to  llw  girls.  TTm'si-  letters  wer«-  typ«*<l,  in 
the  sanii*  way  as  the  previiais  letters,  and 
irassr-si  first  to  the  gentleui4*n  who  dictated 
them  ami  th<‘n  to  the  aiidif-uce. 

Following  the  shorthand  denionstra- 
tirHi.  we  i‘onclud<*d  tlie  program  with  a 
INUM'I  disi'ussioii.  Our  panel  ttnisisted  of 
other  ctmimercial  students  seated  in  the 
front  rows  of  the  auditorium.  Any  (lues- 
tions  |M*rtainiiig  to  hiisim-ss  offiies  were 
dir«*<-t»'«l  til  the  geuth-meu  guests. 

We  hav(*  made  the  program  an  annual 
deiiKinstrutiou. 

X'lllA  M.  .St.HWOHM 
St.  fnseph’s  Academy 
(^tnaha,  Sebraska 

APRIL  PROBLEM 

In  itur  snudl  scfuntl  of  170  students,  ths- 
Itusint'ss  department  can  offer  only  otie 
year  of  slutrthaml.  Herause  each  student 
must  take  five  subtrrts  each  year,  by  the 
tinw  tlteir  senior  year  comes,  a  lot  of  the 
yirls  take  slmrtluind—u  hether  they  are  in- 
terested  or  mil.  This  year  my  class  is  small 
—fust  niw  girls  t eight  seniors  atul  one 
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BUSINESS  EDUC:.AT1()N  WOKLD 


TEACHING  AIDS 


TYPING  &  SHORTHAND 
TEACHERS 


TO  GRADE  TIMED  WRITINGS 


llu-  r»pin<irii^-t  l(  iin  rtifcmt-ly 
handy  trading  tlvvlcr  draignrd  lo 
w«c  Iht'  typing  iravhfi  many  h<Hir« 
til  «iiik  (ilvca  gradra  liir  Ul-  and 
2nd  ytar  tludrnla  lur  ihr  lulliiwing 
I-.  2-  and  t  miiHilr  timrd  willinga. 
lahtilrlliina.  Irlirrai  paragrapht.  hiidg 
na.  III  unila  nl  wiiilt  (  an  hr  uard 
liir  htilh  Ihc  U'lirr  or  pt-r  irni  grad 
ing  ayalrma  I’rinii-il  on  tiiHh  aldri  ol 
aliiidy,  plaallt-i'oaird  lardhoard. 
whKh  It  biilh  diri  iraialani  and  water 
rt'tisiani  fre  p«in<.hfd  In  III  Ixilh 
2  ring  and  I  ring  noirhoolta  A 
"mual"  lor  all  lyplng  iratht-rt 
and  yvl  II  owla  only  tl 


Iht'  Itial  A  (iradf  removi-a  giiiatworli  and 
ht-adachi'a  in  grading  limt-d  wrilinga  and 
aavt't  llmi'  in  Iht  piiKvaa  t  an  hr  iiatd  lor 
hoth  the  Ivlirr  or  per  teni  giading  ayaii-ma 
iiivva  giadt'a  lor  t.  itnd  lll-miniilr  wrilinga 
lor  Nilh  lal-  and  2nd-yt'ar  aludt'nia  Aiilo- 
malitally  comhlnva  apti-d  and  actuiacy 
laclora  and  tompulet  a  lair  grade  in  wtonda 
No  need  lo  hgiire  IK'I  wnrda  a  mlnulei  |iial 
line  up  arrowa  and  giade  la  tiaihle  Prited 
al  only  tl 


TYPEWRITER-DESIGNED  CHRISTMAS 
CARDS  IN  GLORIOUS  COLORSI 

IJnuaual!  Dnlgned  by  Jullut  Nelaon  He  dllleieni  Ihit  year  and 
tend  yitur  Iriendt  and  rrlalivrt  Iheae  lypewriler-deaigned  tarda  len 
tarda,  all  in  color,  wilh  malching  enyelopea  (Yttu  will  gel  Iwo  ol 
each  ol  hve  ditfereni  dealgna  )  Hoted  In  a  palenied,  hinged  Iraiia 
pareni  plaalic  hog  lhal  may  be  u«ed  In  many  waya  (  arda  may  be 
Iramed  when  Ihey  have  terved  Iheir  original  purpoae  May  alao  be 
uaed  lor  hullelin-board  diaplay  tl  per  boa 


TO  GRADE  ALL 
KINDS  Of  TYPING 


N«ffi« 


A  purchM  rnahkt  u»  lo  (»ffrr 

ihip  ofhtiiill)  approved  min  t  waUh  at  a 
inr.nemlouv  vavinf  17  >rwt*ta.  attrlma 
iilvvr  caM*.  radium  dial,  aniimaanriic. 
fi»t*vp-«i(.ond  hand,  minuie  and  M'cnnd 
track*.  *h(K.k  rraulani.  presentation 
packaged 


FILMSTRIP 


"Advtntum  in  Typewrifr  Art" 


A  Vitual  Aid  in 
T*achin9  or  D«mon*tratin9 


Pholographed  prolcaaionally  in  tlollywiMid 
f  onaiala  ol  M)  docjbte,ai/e  Iramca.  ahirwing  how 
lypewriler  an  may  be  developed  Irum  aimple 
border  draigna  and  ornamenta.  Ihrough  leller 
ing,  nwinograma.  tul^wul  dealgna,  aampirra. 
poriraila,  and  atenea  May  be  uaed  in  cUaarfarm 
inairuclion  or  abown  al  commercial  club  meei 
inga.  etc  Manual  included  Schrail  price.  t4  Ml 


No  nuire  lime-conaiiming  ''relaket''  lor  the 
people  in  Ibe  real  ol  the  claaa  with  ihia 
timer  that  mran»  huMinrut  Paalel  green 
enameled,  mtlal  hniab  DialirKt  blatk  num 
t-rala  and  handa  on  ailvered  dial  lor  abarp 
vtaibllily  I  iiur  inchea  high  on  a  lour  inch 
haae  ihia  Arw  import  ahmild  he  alandard 
euuipment  III  every  well  run  claaariMim  I  lal, 
tl2lKI  SchiMil  price,  f*  Vt 


BUILD  PRODUCTIVE  SPEED 
with  this 

PRECISION 
STOP  WATCH 

I  lat  Puce  t2l.71 
I  Mir  Pilce  114  It 


Puah  hut  Ion. 
a  weep  aec'ond 
atop  walch.  elri 
Ironically  limed 
lor  accuracy  by  ^7 
one  ol  Ibe  woild'a 
leading  alop 

waith  maniilat  1/  m  W 

lurcra  I  ong  hand  IM 

rt'giaieia  aetonda;  l\  _  ^ 

amall  hand  regia  Vp  wX  y 

lera  miniilea  Haa 

a  *0  minule  ten-  ’^.^4 

ler  regiaier,  and 

will  lime  actu 

lately  any  inter 

val  Irom  l/t  ol  a  actond  lo  )0  min¬ 
iilea  Regularly  t2l  Tii  now  only 
tl4'«1  (lo  atiwMila  and  leathern 
I  Rl'p.  with  the  purchaae  ol  lh«  JflDP 
WAK  H 

I  Hal  A  Kale  ihe  handy  ditlallon 
uiinputer  deaigiH'd  by  lullua  N.latrir 
Now  you  tan  lorgel  about  maihe 
mallcal  compuiallon  and  airnply  dial 
your  rale  ol  diclallon  apeed  60.  Ml, 
llgl  120  warn 


BUSINESS  TEACHING  AIDS 

4006  Corlitlc  Avt.,  BoUimora  16,  Md. 


PlaoM  t«i«4  rha  followlnf 


- Stop  Wotchaa  4/  $14  9$ 

— — Infarval  Ttmara  (r/  $9  9$ 

■  ■—  Dial-A-Grodaa  '>i  $1  00 
— — TyplnGradart  'o  $1  00 

- Ph9g.  CHrigtmat  Cordt  >h  $1  00 

- Nun't  Wofehaa  4/  $12  $0 

- Ellmatrlpi  4i  $4  $0 

.  -■  Typa  My.tary  Boohlala  '</  $0  $0 

(Val  1  Val  2  Val  1 


NUN'S  WATCH 


Li$t  Pric«  $42.S0 
Our  Price  $32.50 


School 

City  6  Stoto 


12.357  SCHOOLS  ARE  NOW  USING 
THIS  PROVEN  MOTIVATING  DEVICE! 
Unique— Fascinating— Stimulating 

Available  in  Three 
Different  Volumes  at 
Only  SO  Cents  Each 

typing  icachera  everywhere  have  gone  over- 
hoard  in  their  piaiaea  ol  tbeae  litlle  bookirtt, 
which  contain  line-hy-line  inaiructions  lor 
malting  a  variety  ol  di;aigna  on  the  typewrtter 
Among  Ihe  three  volumt-a  will  he  lound 
dealgna  aullabk  lor  I'hrialmaa.  F.aaler,  Hallo¬ 
ween,  and  a  variety  ol  other  deaigna  your 
vludenia  will  enpry  working  oul  Uaed  in  many 
waya  lo  enliven  typing  claaaea,  auch  aa 

•  NiMtn-hour  and  rainy-day  typing 

•  Pre-holiday  typing 

•  Claaa  prolecta 

•  Hullt-lin-board  dianlay  material 

Volume  I  eoniaina  lit  gamea.  Volume  2  con- 
taina  IJ  gairM-a.  Volume  I  conlaina  17  gamea 
Worth  much  more  than  Ihe  cairemcly  low 
price  ol  .Ml  cenia  lor  each  volume 


SKnKMBKK,  1957 
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PROtliM  CLINIC 


^nkiir).  AU  but  tuM  are  di/ing  fine  uxnk. 
One  girl  caruvit  pau  trarucriptUm  -a  com¬ 
mon  ot.currance  in  tuch  a  tituation.  The 
other  girl  cannot  pau  ar^/thing.  She, 
(ieraldine,  is  the  prohlem. 

To  gioe  the  hackgrtturul  briefly:  1 
taught  (ieraldine  in  Typing  II  laii  year 
(her  funbfT  year).  She  thrtuUl  rtni  have 
entered  the  adiMnced  floss,  hut  she 
u^nted  U  end  struggled  thrtfugh,  making 
thing*  difficult  for  both  Itertelf  arul  me. 
The  Typing  I  teai  lter  said  thttl  (ieralditte 
luui  been  one  of  the  poorer  studertt*  ihe 
pretAtrus  year,  Her  co-ordiruUbfU  is  jioor. 
Iter  alHlity  at^rage,  artd  Iter  comprehen¬ 
sion  nil.  Also,  her  ftarenti  Itack  her  lOtt 
fter  CAertt.  Ijist  year,  I  was  ""unfair  in  my 
grading  iff  (ieraldine"  (quote  Mama  attd 
Papa),  (ieraldine  "deserved  much  Itetter 
grades,”  and  so  on.  Sou.  site  is  near 
graduation  artd  wants  to  go  irtto  the  CAtm- 
mercial  field.  This  year  she  is  also  taking 
hoekkeejAng.  doing  average  work.  TIte 
main  amiplaint  is  that  she  git^s  the  im- 
//ressirm  of  all  the  confidence  and  ability 
in  the  world,  Imt  at:tually  has  ruAhing  to 
f/ttt  forth. 

Wlwfn  (ieraldine  Auftked  the  first  se¬ 
mester  of  shorthana,  both  she  ami  her 
ftarents  were  up  in  arms  about  my  teatJi- 
ing,  the  superintemletA's  ability,  ami 
things  in  general.  Sow  she  is  getting  an 
even  letver  grade,  percentuAse,  and  she 
still  insists  on  completing  the  year.  In 
addition  to  this  already  grace  prohlem, 
the  superintendent  here,  uho  dttes  m>t 
hate  too  much  Itatkhone,  does  tuA  sup- 
port  /lU  teathers  Imt  die*  anything  the 
students  wish.  I  think  that  it  uould  Ite 
best  for  all  comemed-estiecially  (ieral- 
dine-Uf  she  dropped  shorthand  and  dis- 
cotered  hefetre  next  year  (when  she  toartts 
to  go  to  junior  college  ami  take  a  com¬ 
mercial  ma/or)  that  office  uork  is  mA  for 
her.  tiiAh  the  guidance  counselor  and  I 
agree  tluA  she  would  fit  only  in  a  routine 
task  like  filing  or  cali'ulating.  Sow,  how 
can  we  comAtwe  (ieraldine  ami  her  folks? 

I,et  me  add  that  she  has  been  uncer¬ 
tain  about  Iyer  vocation  the  last  few  years. 
Ijut  year  she  was  set  on  nursing,  although 
she  never  had  taken  a  siAeme  subject. 
Then,  last  summer,  she  uorked  for  one 
week  <n  the  smell  office  at  the  coutAy  fair 
and  decided  that  she  must  be  a  secretary. 
Added  to  this  backgrouml,  you  niiiirt  con¬ 
sider  her  air  of  confidence  ami  her  lack 
of  ability  a  perfect  comlAnation  for  a 
fierfect  flop  in  an  office. 

Any  suggestions  wouUI  be  greatly  ap- 
preiAated.  I  feel  that,  et  en  if  I  solve  the 
shorthami  “situation.”  I  still  need  to  try 
to  help  place  this  girl  somewhere  in  tlw 
world  where  she  can  do  some  good  for 
herself  and  lAhers. 

Anunymoi'h 


Sugg«ftt*cl  Solution 

Dear  Anonyrmtus, 

I  think  that  a  kuucI  many  of  uit  trach^r^ 
liave  mn  into  the  prohlem  that  yo«i  Itavr. 
Since  the  parent!  uf  (^raldiiie,  who  are 
in  all  probability  the  real  villain!,  ill^trutt 
ymir  KradiiiK,  the  thing  to  do  i«  have 
kome  third  party  evaluate  lier. 


With  tla-  Im'Ip  uf  ycMjr  guidance  coun- 
keiur,  you  cmild  kUK;<e«t  that  Oraldirie 
take  a  u-TU-s  of  ktaialardi/ed  terta  to  de¬ 
termine  la-r  fttrcNig  poiiiU  and  weakne»se«. 
It  would  In-  well  to  lutve  the  entire  te«t 
('<Ht<liK-t(*d  hy  Mime  independent  agency 
or  univi-rsity. 

In  thik  way,  ymi  would  wilve  the  proh- 
Unn  of  fairiH-kk  and  lie  ahle  to  advine 
(ieraldine  and  tier  iwrents  jukt  wliere  lier 
future  khotild  lie.  You  wiaild  liave  on 
your  kide  a  proven  kcientific  iniitrument 
adininikirred  hy  an  independent  agency. 
If  (>eraldine’s  parent!  are  unwilling  to 
undertake  this  lie<  auke  <if  the  cokt,  iier* 
haiik  your  kclaiol  would  lie  willing  to 
niulerwrite  tlw  cokt  of  tlie  tekt.  Some 
M  hoolk,  I  imderktand,  liave  fundk  avail¬ 
able  for  kuch  cakck. 

A«  far  a>  your  kiiperintendiMit'i  lieing 
evasive  almiit  facing  tlie  prohleni  of 
(ieraldine  ix  concernerl,  it  may  lie  that  lie 
hax  lieen  xuliir-i  ted  to  ( wraldine’x  jiarentx 
year  after  year  and  doesn’t  really  take 
tiu-ni  too  S4-riously. 

I  do  feel  that  in  tlw  stanilardi/e<l  test 
yon  will  find  your  Miliition. 

l'K(i  IIOWAMII  Ci.  I.IJ1.WKU.YN 

Hhth  MF  Detachment  (Cl) 
Fort  Henning,  (ieorgia 


MAY  PROBLEM 

/  teach  all  tlu-  busim'ss-education 
courses  in  a  high  scIuhiI  u  ith  an  enroll¬ 
ment  of  slightly  less  tiuin  two  hundred 
stuilents.  In  this  jHirtiiular  area,  atiult 
classes  are  pofitdar  in  tlw  neighboring 
towns;  but  in  our  town,  nom'  lutv.e  been 
started  in  tlw  Im-sitwss-education  field. 
The  sclutol  hoard  is  Hilling  to  have 
i  iwational  agriculture  ami  homemaking 
courses,  Iwcause  State  aid  is  available  to 
reimburse  instructors  ami  take  care  of 
other  costs.  However,  the  Innird  is  mA 
intercAed  in  having  class*’*  in  other  fields 
ulwre  a  fee  woultl  hate  to  he  charged  in 
order  to  make  them  jMissible. 

lAist  fall,  a  lady  wlut  i«  <1  memirer  of 
tlw  school  board  asked  nw  altout  the  pos¬ 
sibility  of  taking  tyfAng  lessons.  I  gatye 
her  mi  emouragenwiA ,  for  my  scisedule 
is  a  btesy  oiw,  ami  I  felt  that  I  should  mA 
take  on  anotiwr  obligation. 

About  a  month  ago,  however,  she  came 
to  my  room  otw  etwning  after  the  school 
day  ami  asked  me  to  gite  her  the  initial 
instruction  in  tyfAngf  So,  Iwfore  I  km’u 
it,  I  was  git  ing  fwr  private  lessons  two 
nights  a  week.  I  foutul  it  very  enjoyable, 
for  siw  was  imikittg  excelleiA  firogretr, 
ami  her  irUercA  made  it  very  challenging 
for  a  teaciwr.  All  uerA  uell  utAil  a  week 
ago,  wlwn  I  was  confrorAeil  by  a  r,yokes- 
man  for  a  group  of  20  intereAed  towru- 
fteoplr  who  also  wantetl  to  AaA  taking 
tyjAng  lessoiu.  Their  queAion  was,  when 
couUl  I  arrange  to  nwet  their  requeA? 

W’hat  can  I  do?  I  certainly  do  mA 
lutte  time  to  give  20  privcite  typing  les¬ 
sons.  (It  seems  to  me  that  they  should 
realize  this.)  How  can  I  hamlle  this  Atu- 
ation  gracefully?  I  watA  to  avoid  having 
the  totcnsps'ople  ihinJl  tltat  I  am  willing 
to  help  ordy  sduiol-lMiard  members.  I  also 
IwAtate  to  tell  my  "fiupiT'  that  I  mwA 


Aop  git  ing  her  tyfAng  lessons,  for  she 
is  a  fine  fterson  and  her  deAre  to  learn 
to  tyjie  is  genuiiw. 

Unless  I  can  find  fwlp  in  solving  this 
jirohlem.  it  looks  as  though  I  might  cause 
ill  feeling  toward  myudf,  although  I  am 
mA  exactly  asking  for  trouble!  It  seems 
to  me  thiU  I  am  what  you  might  call  “a 
t  ictim  of  circumAam  e." 

llNlNNA  KiJIHKU. 

David  City  Fnlilic  Si  hooU 

Davirl  City,  Nebraska 


Sugguttud  Solutions 

Dear  Miss  Florell; 

You  are  the  victim  of  “sinall-town-itis.” 

I  know  from  ex|NTience  ( I  used  to 
teach  in  a  Nebraska  town  alHiiit  tlw  si/w 
of  David  City)  that  you  liave  plenty  of 
extras  withiait  tlw  "extra  extras"  of  xcImioI- 
lioard  inenilwrs  arul  others.  I  know,  trxi, 
that  yon  mix  Mu-ially  with  thes«*  people 
aiul  that  everyluuly  knows  everyluidy 
elie;  so  yiair  prohlem  iweesxitates  the 
utmost  tact  and  trying  to  lie  nice  to 
everyoiw. 

Of  course,  from  fwre,  I  lan  say  that 
yiair  luiard  rnemlwr  has  all  the  earmarks 
of  a  thoughtless,  selfish  perMin  wlio  is 
making  the  most  of  her  position  as  a 
luiard  memlier.  It  takes  a  gcuid  deal  of 
nerve  to  exfiett  a  teacher  to  remain  in 
schiuil  to  instruct  one  lone  soul!  After  all, 
yiui  are  not  hired  to  teach  the  adults  of 
the  community,  lint  to  teach  their  chil¬ 
dren,  aiul  all  yiNir  energies  should  lie 
bent  in  that  direi-tion.  I  would  find  my¬ 
self  pretty  busy  in  a  cas<-  like  that,  and 
I  would  "nee<l  to  lu-  elsewlwre"  on  those 
days,  if  I  could  manage  it.  Or  .  .  .  maylie 
slie  would  like  to  adjust  Iter  scheilule  to 
come  in  for  instruction  with  your  classes. 
(???) 

With  20  asking  for  instruction,  and 
with  the  luiard  taking  tlw  attitude  it  does 
aluint  not  wanting  to  charge  a  fee  for 
otlwr  clasM's  aside  from  those  i-overi-d  hy 
State  aid,  I  would  put  it  right  hack  in 
tlw  la|>s  of  tlw  20  iwrsons  mentioned. 
I>et  them  approach  the  luiard— you  liave 
an  easy  Miintion  there.  If  a  class  is  of- 
ferexl,  yiNi  shiuild  Iw  paid  for  instructing 
it,  the  saiiw  'as  with  other  adult  ciuirses. 

I  wiHild  take  this  attitude.  Miss  Florell: 
Ri  ‘inenilwr  that  Ahrahani  Lincoln  (who 
liad  a  lot  of  problems,  tiui)  once  said, 
"l/ct  Ilk  liave  faith  that  right  makes 
might  and,  in  that  faith,  let  us  dare  to 
do  our  duty  ai  we  understand  it.” 

Iwt  it  Iw  kno-wn  pleasantly  that  yon  are 
hired  to  teach  tlw  yiuingsters  and  tliat 
yiHi  have  a  life  of  your  own  to  lead  iirter 
scluuil.  ( T(u)  often  this  is  forgotten  in 
tlw  small  town. )  He  firm,  tuit  let  tlw 
chi|>s  fall  where  tlwy  may.  I  leanit*d  long 
ago  that  yiNi  can’t  ke«*p  everyluuly  liappy. 
I  think  yon  will  keep  your  job,  and  I  alvi 
think  yiMi  will  he  res|wt  ted  for  protec  ting 
yiuirv-lf . 

Kvei.yn  SrevENk 
WeA  Side  High  ScIuhiI 
Seuark,  New  Jersey 

Dear  Miss  Florell: 

Our  school  has  had  this  problem,  and 
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we  have  been  able  to  !>olve  it  so  tliat  all 
parties  concerned  liave  l)een  very  happy 
with  tl»e  results.  Aft«-r  scv<*ral  towns- 
(leople  had  c<»ntactcd  our  typing  teaclM*r, 
he  went  to  the  superintendent,  and  they 
l>egan  to  consider  just  l»ow  this  c<Hild  Ik* 
solved.  Tlwy  finally  decid«*d  to  ofler  an 
evening  coiirs«*  for  eighteen  w«*eks,  meet¬ 
ing  two  nights  a  week  from  seven  to  nine. 
Tlie  adults  paid  a  fee  of  $25  for  the  in¬ 
struction,  a  typing  lKX)k,  and  the  use  of 
a  tyiiewriter.  At  tlw*  end  of  the  month, 
tlie  teacher  was  paid  $10  for  each  night 
of  instruction  that  he  lud  given  during 
the  past  month.  The  school  kept  the  «lif- 
ference  for  rent  tMi  the  riH>m,  the  use  of 
the  typewriters,  and  light  and  Iteut.  At 
the  i*nd  of  the  course,  the  adults  were 
happy  Ixtause  they  knew  1k>w  to  tyix*, 
the  teaclier  had  enjoyed  working  with 
titem  aiKl  getting  ac(|uainted  with  so 
many  of  the  townspeople,  and  the  B<  ard 
iif  Education  and  the  sufierintendent  felt 
tikat  tliey  had  really  develoiied  a  new 
way  of  promoting  lM*ttcr  public  relations. 

Kiai.  Hainwats.h 
CtuhitiK  f/ig/t  Sc/ioo/ 
Cushing,  Okhiiutma 


Dear  MUm  Florell: 

I  had  tlu;  same  problem  in  a  higli 
scluKkl  of  the  same  si/a*  a  numlM*r  of 
years  ago.  When  1  went  to  my  suiier- 
intendent,  he  imm<*diately  agr<‘ed  that  I 
should  not  donate  my  services;  so  we 
s«*t  up  a  token  fee.  TIm;  suiK*rinti*ruh*nt 
agri*<*d  to  furnish  the  r<Nim,  tlx*  lights, 
and  tlie  heat.  I  ran  the  class  for  tc*n 
weeks— two  hours,  <»ne  night  a  week. 
Everylwdy  enjoyetl  it,  and  I  added  to 
my  salary. 

(>n  tike  other  hand,  1  taught  at  a  large 
high  scIkkiI  wh<*re  the  faculty  memlK*r$ 
kept  reiterating  how  much  they  would 
like  to  learn  to  type.  I  finally  olfert*d  to 
donate  my  services  after  sclkcMil  on  two 
afterruMins  each  wc*«*k,  Th«*y  were  con¬ 
spicuous  by  thc*ir  alrscmies  and  ikeglt*cted 
their  thanks— they  just  didn’t  appreciate 
something  for  withing! 

Fkhi.k  Mahik  Fahvis 
Honolulu  Husitiess  College 
Honolulu,  Hawaii 


BEW  Index 
Now  Available 

(Copies  of  the  index  to  Vol¬ 
ume  37  (Septemlx'r,  1956- Juno, 
1957)  of  Busi.s'bss  Koucahon 
W’tjHLO  are  nerw  available. 

For  a  copy  of  the  irul<‘x, 
please  send  your  re({uest,  along 
with  a  stamp<*d,  s<*lf-addrc*ssed 
envelope,  to  Index,  Bcsinkss 
Education  Wohcd,  330  W,  12 
St.,  New  York  36,  N.  Y. 

Because  our  stock  is  limited, 
rec4uests  for  copies  will  lx?  filled 
on  a  first -come,  first -served 
basis. 


BOTH  CHAIR  AND  STAND  AOiUSTABLI 


(Xorreff  ifubu/ar  l^oc/ucfs,  li 


farre 

P.  O.  BOX  237 


nc. 


Garrett,  Indiana 


SEND  FOR 
FREE 

LITERATURE 
AND  DETAILS 
TOs 


TRAINING  IMPROVED 


WITH 


KTiJrPII 


“TYPE  WRITE"  ADJUSTABLE  TYPING  STANDS 
CALCULATOR  AND  BUSINESS  MACHINE  STANDS 
-  BOOKKEEPING  STANDS.  POSTURE  CHAIRS 


In  Answer  ta 


Let  our  Silent-SaleAman-.Sam- 
ple  MAGAKII.K  prove  to  you 
that  we  have  the  answer  to 
your  S.O.S.  cry  for  a  practical 
and  economical  method  of  fil¬ 
ing  Unbound  Magazines  and 
Pamphlets.  A  free  sample 
MAGAKILE — with  complete 
description  and  price  list — will 
be  sent  on  request. 

It  must  sell  itself  as  it  has  to 
more  than  50(K)  other  satisfied 
users.  No  salesman  follow-up. 
We  will  answer  your  S.O.S. 
by  return  mail  if  you  write 
today  to  . . . 

THE  MAGAFILE  COMPANY 

f.  •  7itS,  Mttrtttah  tnfiM,  tl.  ImM  I,  a*. 


^ypist^  learning  and 

best  with 


earning 


SCHOOL  TESTEO 
TiKktr  Appronil 


The  Liberty  Copyholder  holdi  text  tt  cor¬ 
rect  eye  level  Rod  ingle  for  fiMer,  better 
typing,  quicker  leirning  . . .  teichn  good 
butineM  prictice  too!  So  low  in  com 
every  typewriter  deik  cm  hive  one. 


OeOBR  MOW  hy  M«N  N  hM  evoilnMe  Ptmi 
yewr  local  •roHonor. 


BANKERS  BOX  CO.  ••ft  iin  « 

2407  Nortli  25Hi  Avi  •  PriMilM  Pwti,  IN. 
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THE  world’s  fastest  ELECTRIC 

with  the  worlcTs  finest  featums 


Made  f«)r  typist)  hy  typcu  nler  vxperti,  ttxiay's  Sniith-Cxirona  Office  Electric  ir  the 
electnc  typvuir$tvr  whtch  carr$ei  on  where  othen  left  off.  Oil  yimr  Sinirh-Omma 
reprc*sentat  ive  fc»r  a  slu)rt, dramatic  demtMistration  of  this  marvelous  business  machine. 


Slrrk,  clean.  mtiJrin  (lettian, 
tomplrtnentinjt  faultleci  per. 
fotiTMiKc.  Five  lovely  dciotator 
colors,  tkilusivr  Signal  l.iglit 
gives  positive  on  off  indication. 


All  the  operating  controls  arc 
grouped  crticiently  within  the 
keyboard  area.  Result;  No  waste 
motion,  less  chance  for  errors 
Faster,  easier,  beiier  typing. 


The  special  keyboard  slope  and 
slightly  slanted  keys  give  un¬ 
matched  typing  comlort.  Fach 
key  cushioned  to  prevent  "flat” 
feeling  and  give  livelier  touch. 


Fxclusive  Half  Spacing  —  the 
easiest,  simplest  method  of 
error  control.  It  permits  correc¬ 
tions  without  time-consuming 
(and  very  costly )  total  rc-typing. 


SMITH-CORONA  ELECTRIC 

freaf  hueinfte  connection  gosr  ever  made 


) 


14  BUSINESS  EDUCATION  WOKLD 


i 


1 


NEW  BOOK  INFORMATION 


N«t«:  All  pric«»  «K«wn  mrm  list 


ACCOUNTINO 

Acrnunting  for  Secretaries,  S«m.-<hk1  Kdi- 
lioti,  by  Mayiw*  ami  CrowniiiKsliii-Id. 
(>rrKK  Pid>li.shiiit(  I)ivt.<tii>n.  Mi-Craw>IJill 
Book  (amiiMity,  Nfw  York.  184 
$3.7.5  (text  pditioii). 

Collene  Accountinu,  Sixth  Kditioii,  liy 
Siu‘rw(»4Ki,  C'arson,  and  Boling.  .Sonth- 
NV«*!>lfni  I’liblishing  ('om|)any,  Ciiuin- 
nati.  728  |>ag(*x,  $4.  (Thrm*  workl)ook.s 
ami  five  practice  xet.s  al<a>  available.) 

Cost  Accountinn,  S<*i«>nd  F.<lition,  by 
Mat/.,  Curry,  and  Frank.  .South-Western 
I’lihlishing  Omipany,  ('incinnati.  838 
pages,  $W..5().  ( Available  with  thr«*e  prac- 
tic-e  sets. ) 

2(Hh  Century  fitH>kkeci)inn  atul  Arcimnt- 
inn,  Twenty-First  Kdition,  by  Carlson, 
Foikner,  ami  Boynton.  Soiilh-Wi-stern 
I’lihlishing  Company,  ('im  innali.  .532 
|Mges,  $2.8(1.  First-year  c<Mirs<'. 

■OOKKIIAINO 

Clerical  BookkeeinuK,  by  I’erry,  Frakes, 
and  Zalainiik.  I’itman  I’liblishing  (air- 
(Kiratlun,  New  Y'ork.  22()  (lages,  $2.80. 
Practical  first-year  coiirs#*  for  clerical 
students  at  high  schtHil  Ievt4. 

lUSINISS  INOIISH 

Husitu'HS  F.nalish  atul  llatulluutk  of  C,ram- 
mar  atul  Vsauc,  by  Janis,  Kildiifi,  and 
Dressner.  Barm*s  aiul  Noble,  Inc.,  New 
York.  .330  luiges,  $1.75  ( paia-rbark ). 
{.aitest  title  in  (aillege  Outline  Series; 
keyisl  to  standard  textlaioks. 

Bu.vim’.vs  l^'tier  Fng/is/i,  Si'cond  Kdition, 
by  Boliertson  and  Cannicfiael.  (iregg 
Publishing  Caiinpany,  Mc(iraw-Mill  Book 
faaniiany.  New  York.  .512  (lages,  $3.7.5. 

lieferenre  Manual  for  Stetu)Urai>lu-rs  atul 
TyjtMs,  SeeomI  Kdition,  by  (>avin  and 
Hutchinson,  (^regg  Publishing  Division, 
M(<^raw-llill  Book  Otmpany,  New  York. 
102  i>ag(*s,  $1.20. 

•USINISS  LAW 

ColU’fie  Imu  ,  Fifth  Kdition,  by  Charles. 
South-Western  Publishing  C.oinpany,  C^in- 
cinnati.  .538  i)age.s,  $2.70.  ( Available 
with  a  worklxNik  ami  tests. ) 

Personal  Business  Imw,  .Seesmd  Kdition, 
by  SchiM’iih'r,  Sinitfi,  and  Whittraft. 
('fegg  Publishing  Division,  McOaw-llill 
Ihiok  CtHiipany,  New  York.  .578  pages, 
$.3.28. 

OIRICTOIY 

American  Triule  ScIuhiI  Directitry,  19.57- 
58  etiition.  Croner  Publications,  211-13 
Jamaica  Avenue,  (Jiieens  Village,  New 
York.  $9,  with  imintniy,  kaMe-leaf  supple¬ 
ments.  2,.5(K)  private  and  {Miblie  trade, 
imiustrial,  and  vm-ational  schmils. 

OlOORAAHY 

World  Geonraphy,  Fifth  FUlition,  by 
PiNinds  aial  Caaiper.  S<Hith-Westeni  Pub¬ 
lishing  (awniiany,  ('im-innati.  842  jiages. 
$■3.52.  Treats  factors  of  ecuNMimic,  fioliti- 
cal,  arai  regional  geography. 


MiRCNANOISINO  i 

F ufulamenlals  of  Advertisinu,  Sixth  Pali-  j 
tion,  by  Kows<-  aiMi  Nolan.  Smith-Western  ' 
Publishing  Com|)any,  Cincinnati.  442  j 
iwges,  $2.5)8.  I 

Hetail  MerclunulMnu,  Fifth  P'.dition,  by  ' 
Wingate  and  WeiiuT.  South- W«*steni  I 
Publishing  C^ompany,  Cincinnati.  834  \ 
pages,  $-3  20.  I 

I 

MITHOOS  j 

MhIuhIs  of  Teachinu  Hu.vltM-.s*  Suhiects, 
.S<t<>nd  Palition,  by  Tonne,  Popliaiii,  aiul 
Fre«-nian.  Cregg  Publishing  Division,  | 
Mi-tiraw-llill  Bmik  Company,  New  York. 
448  Images,  $4.75.  P'or  undergraduate  ■ 
work,  but  usr'fiil  in  graduate  study.  ! 

I 

OFFICI  (CLIRICAL)  RRACTICi 

Projects  in  Clerical  Practice.  Secoml  K<li- 
tion,  by  (iiMHlfellow  and  Hosr'iilN’rg.  | 
South- Western  Publishing  (aimiuny,  Cin¬ 
cinnati.  248  |>agi*s,  $r80.  (aiiubimsi 
textlxMik  and  worklxiok.  I 

SICRITARIAL  RRACTICI 

Applied  Secretaruil  PractUe,  h'oiirth  K<li- 
tioii,  by  (fregg,  Fri#*s,  Bowe,  an«l  Travis, 
(tregg  Publishing  Divisimi,  Mc(>raw-i till 
Book  CaimiKUiy,  N»'W  York.  .512  piiges, 
$3.40. 

SHORTNANO 

f.’regg  Speed  Building  Simplifieil,  Secoml 
F.dition,  by  (iregg,  la*slie,  uml  /milM-k. 
(iregg  Publishing  l)ivision,  Mc<>raw-liill 
Bmik  (a>m|Kmy,  New  Y'ork.  448  |>ages, 
$2.98. 

TRANSCRIRTION 

Applied  Dictation  atul  Traiuu  ription:  An 
Integrated  Office  Project,  by  (Jre»*n. 
(•regg  Publishing  Division,  Mc4>raw-f  lill 
Ihnik  Com|riiny,  New  York.  128  |)ages, 
$1.52.  A  ten-lesson  vrh’s  of  dictation 
ami  transcription  jobs  basrsi  on  actual 
<’orres|)ondence  provirlerl  by  a  nimilM-r  of 
business  organiAitions.  (Caimplete  pack¬ 
age  im  hides  a  studerit  text-worklaiok, 
a  teacher's  manual,  ami  a  si-t  of  live  4.5- 
rpm  records. ) 

TYRIWRITINO 

Technicas  Macatumrafuas  Miulenuis,  by 
(>orlM‘a,  Cunimle/.,  (ain/.ale/.,  de  la  lai/., 
Sanche/,  and  Pere/..  Cregg  Publishing 
Division,  M(<irHW-llill  Book  (aim|>any, 
N«‘W  York.  2.58  jiages,  $3..50.  A  S[>unish 
typing  textlMHik. 

2tHh  Ceuttiry  Tyju'u  riOng,  Sr-veiith  Pali-  ! 
tion,  hy  la-sseiiln-rry,  Crawford,  ami  i 
Plrukvni.  Smith-West«*rn  Publishing  taim-  j 
pany,  C'iminnati.  838  |>ages,  $3.12.  j 

Tytu'ttritiitu  for  Colleges  (Seris’s),  by  j 
l.loyd,  Br.we,  and  Winger.  (!regg  Pub¬ 
lishing  Division,  M<<>raw-llill  Bmik  (arm-  , 
pany.  New  York.  Bash  erlition  — 1 12  pagt?*,  ; 
$2  (Vocational  ty()tiig  skill).  Intensive  | 
erlitioii— 250  {>ages,  $3  ( .Stenographic  tyj)-  j 
ing  skill).  Complete  erlition— 3^)  pages, 
$3.7.5  ( Secretarial  and  tea<  h«*r  skill. )  1 


A  Light  Touch 

makes 

NEAT 
ERASURES 

with  a 

RUSH- 

-rraociASs 

EBAsep 

No  slip  sheet  needed  Ire- 
tw<*en  cariron  and  copy. 
No  erasing  shield  —  the 
llnsh  Fraser  is  less  than 
one  character  thick.  In 
Ireaiitifiil,  life-time  plastic- 
case,  handy  to  use  as  a 
pencil,  vx'ith  long-lasting 
propel-rei)cl  refills. 


Ordmr  from  your  Doalor 
•r  snn4  tOt  mss4 
nmsstm  *4  A«at«r  t* 

Th«  Irotar  Co 

y  1MR  S.  ritotM  Sl.,  SyrwM* 


r  Doalor^ 
ma  m 

<t  f  ■ 

Inc.  1 1 
•M  4.  N.  Y.1  / 
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METHODS  or  TEACHING  TRANSCRIBING  MACHINES 
Oulda  to  procticol  looching  ob|octlvo«  and 
mothods.  Iiplalna  lataat  aclantitic  davalopmania 
•mbodlad  In  Comptomatar  Commandar 
dictation  machina.  Olacuaaaa  laval  of 
achlavamant  that  can  ba  attained.  Outllnaa 
taachlng  program. 


School 


Zona _ Sfata 


TYPING  TESTS 

Dictation  Machine  Tranacrtptlon  Made  Eaaiar. 
Folder.  Contalna  practical  typing  apaad  and 
accuracy  taata.  Simpllflaa  the  checking 
procaaa.  Contalna  rough  draft  copy  of 
longhand  and  typed  material  for  putting 
Into  final  form. 


BULLETIN  BOARD  MATERIAL 
Tha  Meaning  of  a  Dollar  an  Hour , . .  Dictating 
Machinaa  Poater.  Biplalna,  llluatrataa  now  type 
dictation  machina  that  ovarcomaa  oblactiona 
to  machirta  dictation.  Includaa 
diacuaalon  quaationa. 


FIVE  LESSON  MANUAL 
Dictation  Machina  Operation.  FIva-laaaon 
taitbook.  Givaa  atanographic  atudanta 
acquaintancaahip  akill  with  tha  tranacrlblng 
machine.  Uaa  with  pre-recorded  balta  of 
dictation  prepared  for  maximum  learning  with 
minimum  practice— employa  the 
appranticeahip  method,  treat  teacnera 
tor  other  dutloa. 


You  propare  BtudentB  for  qulckor  placement  and  faster  on  the  same  machines  they  will  use  in  their  office 
advancement  when  school  training  is  like  actual  office  jobs.  These  texts  were  prepared  by  Comptometer 
practice— and  that's  exactly  what  these  practical  texts  with  the  cooperation  of  the  Foundation  for  Business 
are  designed  to  provide.  With  these  four  texts  your  Education.  Help  your  students  and  help  yourself— 
students  encounter  everyday  business  requirements,  mail  the  coupon  today  I 


ptomoter  G 


porstion 


■ICTTCn  OCTOOUCTS 

ro  acTTan  susiiMKesf 


C3mptom«t«r  Corporation 
1705  Marxhfixld  Avi..  Chicago  22,  III. 

Gontlomon,  Ploaoo  tond  mo  your  Froe  Taach- 
ing  Aid*  aa  Checked . 

1  n  2  3  * 

.□  Seod  Teaching  Aida  on  COMPTOMETEN 
.  Adding-Calculating  Machine 


New  CaaiglaaieMf  CeataoMlie  -  We'M'a  faaleal 

way  ta  figure  .  .  .  aaw  faator  lhaa  ever.  Try  it 
Froe  ea  your  ewa  work  Mail  caapaa 


CeaiataaMtor  Ceatalagrapa  “720M"  -  with  new 
aiulliplication  key  more  faaturea  fhan  any  other 
10-key  lilting  machine.  Try  It  Free 
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Easing 

the 

Teacher 

Shortage 

with 


SEPTEMHKH.  /y.'^T 
VOLUME  NUMBF;  I 


TIIK  NATION’S  A'lTKN'riON  is  Ihmuh  fotiiswl  on 
th«!  alarming  shortam*  of  lii^h  schcMiI  teachers  that 
is  exiM'ctetl  to  plague  us  for  the  next  ten  years.  F.dnca- 
tional  foundations  and  other  philanthropic  or^ani/.a- 
*ions  an*  appropriating  lar^e  sums  for  research  an<l 
ex|)eriin(‘ntation  in  this  arc'a  of  education.  Husiness 
education  should  he  interested  in  an  ex|)eriinent  con¬ 
ducted  hy  an  Krit*.  IVnnsylvania,  c'cille^e  and  an  up¬ 
state  New  York  c'ential  sch(M)l  district.  AlthoiiKh  the 
ventnrt*  is  purely  local  in  ori^in  and  without  siip|)ort 
from  any  agency  or  foundation,  it  may  point  the 
way  toward  a  partial  solution  of  the  shortage. 

Faculty  mcmhcrs  of  Villa  .Maria  ('olIeRe  in  Erie 
collal)orated  with  the  puhlic-school  authorities  of 
ranama.  New  York,  in  what  mi^ht  Im*  termed  a 
“salari«*d  apprenticeship”  for  undergraduate  wllcKe 
s'lidc-nts  who  are  prc'parin^  to  Im*  teachers  (»f  hiisiness- 

LEO  Jt  ROLAND#  Villa  Maria  roll»»^e  Fne.  Pennsylvania 


!■:  ■  : 

1  '  • , 

‘ :%  : 

■  ■  1.'. 

:*  ;■ 

'  ■ 

■  "  :  \  V 

.  ’I 

/In  a<<  (disrated  rollvf^c  en/ihles  husint’ss-f’diK  atlon  mfij(trs 

to  con<e.ntrntit  on  student  leachinff — with  fniy — during  thrir  Inst  semester 


ApprmnUtm  f•ach•rt  Conntatu-f'  StcCitriliy  titul  jtHiu 
Saulimhnw  rtmft-r  uitfi  thrir  vuistrr  trarhrr  (tMck  to 
ramrra)  atui  tttr  atithin  (tttrir  rollr^it'  .fiif>rrti.sor). 


(atrrful  plaiiiiiiiK  by  U<>lM*rt  K. 
Ilowf,  i'atiaina’s  sii|)<‘rvi.siiiK  principal,  and  by  myself, 
enabled  these  educators  to  exivnte,  diirin)^  the  past 
academic  year,  a  plan  whereby  two  senior  Inisiix'ss- 
edneation  majors  of  the  c‘«)llene  contributed  directly 
to  the  (Hhicational  welfar<*  of  the  commnnity. 

As  teachi'r  candidates  at  \'illa  Maria,  these  tw(»  ^irls 
pursued  actrlerated  academic  and  professional  pro¬ 
grams  in  order  to  complete  in  seven,  rather  than  in 
the  traditional  ei^ht  s<*mesters,  the  colle^e  work  r«*- 
(piired  for  a  <h*nn‘e.  This  program,  with  tla*  addition 
of  collene  credit  hir  practicnl  exp»‘rienc«*  as  student 
teachers,  ma<le  thes<*  students  (‘li^^ible  for  teacher 
(‘ertificat(‘s  and  <ie^r<‘es  (  b.  S.  in  business  Kdneation ) 
last  June,  When  they  had  tt»mpleted  their  campus 
work  last  January,  they  joiixHl  the  factdty  of  I’anama's 
(.'entral  ScIkmiI  imtler  contract  as  apprentices  to  a 
master  teacher  of  business  (‘dneation. 

DuritiK  their  early  w«‘<*ks  of  employment  at  the 
Kch<M)l,  the  apprentic<‘s  s|M‘nt  considerable  time  ac- 
(piaintinK  themselves  with  the  scIkm)!  rontiia*  and 
s|H‘cial  teaching  problems  of  tlx*  community.  Later, 
niuler  sn|X‘rvision,  they  assumed  teachin){  res|x>nsi> 
bilities  that  imreascMl  gradually  until  each  of  them 
had  taken  on  a  work  loatl  e(|nivalent  to  that  of  a  half¬ 
time  teacher.  As  the  yonuK  apprentic<‘  tea<'hers’  pro¬ 
fessional  .skills  iiUTt‘iis(‘d  aixl  they  assimx‘d  ad<led 
duties,  the  master  teacher’s  res|X)nsibilitX‘s  to  her 
understudies  proix»rtionat»*ly  d<tTea.sed.  by  the  inxidle 
<»f  April,  the  Panama  school  had  on  its  teaching  staff 


two  additional  cs)m|x*tent  business  teachers,  whereas 
in  January  they  had  had  a  shortage  in  this  area. 

Tlx*  students  of  thes<*  apprentice  teachers  did  well 
on  their  .New  York  be^ents  exams— in  typing,  87  jx'r 
cent  pass4‘d;  in  busiix'ss  law,  KM)  |x*r  c<*nt;  in  short¬ 
hand,  KX)  jx*r  cent,  in  bnsiix*ss  arithmetic,  88  jx-r  cent. 

(dassrtNun  visits  providt'd  the  college  snp<‘rvisor, 
the  master  teacher,  and  the  sn|X‘rvisinK  principal  with 
a  basis  for  working  out  with  the  yoiiti);  teachers  any 
a|>parent  W(‘akrx‘ss  in  classr(H>m  mana^enx'nt,  teach¬ 
ing  methods,  and  techni(pi(‘S.  Questions  involving 
|M)licy  aixl  inixivations  were  handled  by  the  top 
echelons  at  s|X‘cial  c*onfer<*nces.  The  master  teacher 
continued  to  offer  ^'iiidance  arni  sn|X'r\ ision  until  the 
apprentices  received  their  colh'j'e  de^rt'es  and  certi¬ 
ficates  in  i*arly  June.  For  the  remaining  weeks  of  the 
sclxM)l  term,  the  ^radnatf's  w«*re  reco^'ni/ed  as  fully 
accr<*dited  contract  t«*achers. 

'I'he  lioar<i  of  Directors  of  the  Panama  School  Dis¬ 
trict  provi(h*d  lilx'rally  for  the  personal  iuxhIs  r)f 
tlx*  ap|)r(*ntic(‘s  by  ( 1 )  fiirtiishinf{  t*coix)tnical  livin){ 

•  piarters  within  walking;  distance  of  the  scIxk)!,  (2) 
iiXTeasin^  their  weekly  c*om|X‘nsation  as  tlx'y  assumed 
addl'd  res|x>nsibilities,  and  (3)  Kiviii^  approval  to 
pnivisions  for  time  off  for  various  Ciimpiis  activities 
and  for  tiraduation  wi*<*k.  Wholehearted  community 
interest  and  acceptance  made  the  apprentices’  months 
iti  Panama  a  happy  aixl  professionally  profitable  ex- 
|X*rience.  One  of  the  ^irls  contracted  to  remain  with 
the  Panama  scIxmiI  system  during  the  19.57-.58  sclxxil 
year.  Tlx*  .st*c-ond  apprentice  teacher  will  fill  a  faculw 
vacancy  in  the  business  department  of  the  |xiblic  liiKli 
sclxMil  at  (.'ambriilKe  Springs,  Pennsylvania. 

Th«  K«y  i»  in  th«  Planning 

Tlx*  i*dncators  res|xmsible  for  this  unusual  approach 
to  teacher  education  and  professional  employment 
explain  that  d(ttail(*d  planning  and  preparation, 
months  in  advance*,  was  the  mauic  formula  for  this 
snccvssfnl  experiment.  For  example,  the  preliminaries 
involvi*d  (1)  can*fnl  ^riKuninK  of  students’  jx'rsonality 
for  their  first  ti'acliin^  {Kisitions,  (2)  sel<*ction  of  a 
cDmix'tent  and  exix*rienct*d  master  teacher,  (.3)  pre- 
st*r\  ice  professional  training;  at  the  t'ollene  integrated 
over  several  .semesters  of  campus  work,  and  (4)  the 
formulation  of  professional  attitudes  on  an  interstate 
levi*l. 

.A  final  evaluation  of  the  Panama  ex|x*riux*nt  leads 
to  the  ctmchision  that  other  schiMil  Ixiards  and  teacher- 
(‘ihication  institutions  iniKht  do  well  to  consider  the 
practicability  of  such  an  approach  in  solving  hi^h 
schiHil  teacher  shortages  in  their  resjx*ctive  com¬ 
munities,  es|K*cially  in  the  field  of  vix-ational  educa¬ 
tion. 
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Suppose  you’re  ussigned  a  social-business  course. 

Will  it  be  a  chore,  or  will  you  make  it  a  vital  ex[)erieuce 
for  your  students  and  yourself? 


IN  THK  BARKAC;E  of  critkisin  of 
educulioti  thut  u  Immiik  tfirowii  ut 
us  today,  a  few  c-fiarges  stand  out  as 
somewhat  justifiable.  Of  thes<*,  let’s 
consider  two  tfiat  seem  to  |)oiiit  tht* 
Huger  of  blame  directly  at  our  high 
scb(M>l  liusiuess  departments. 

1.  The  scluHils  are  apparently  fail¬ 
ing  to  liclp  students  fiec-oine  familiar 
with  our  economic  system— the  world 
of  business  where  they  will  have  to 
struggle  tor  survival  and  succ<5ss. 

2.  A  large  proportion  of  high 
school  graduates  have  bad  little  or 
no  training  that  will  enable  them  to 
handle  tlie  economic  side  of  their 
personal  lives  in  an  efficient  and 
knowledgeable  manner. 

Choosing  a  Toochor 

Almost  every  high  scb<K)l  offers 
one  or  more  courses  designed  to  im¬ 
part  understanding  of  an  appreciation 
for  our  i-omplex  world  of  txisiness,  to 
build  awareness  of  the  st-rvic-es  avail¬ 
able  to  each  individual,  and  to  explaiii 
bow  to  get  maximum  Ix'iieHts  from  the 
use  of  these  servitt's.  Unfortunately, 
the  teacher  assigned  to  tlkese  courses 
is  often  either  a  new  teacher  who  is 
given  no  choice  or  a  teacher  whosi* 
schedule  inak«*s  his  selection  ctjii- 
venient.  What  happens?  The  quality 
of  the  teachitig  t(M>  often  reflects  the 
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teacher’s  lack  of  interest  in  the  subject 
and  his  rest'iitment  at  In'ing  forced  to 
accept  tlx;  assignment. 

if  you  approach  such  a  course  with 
a  reali/ation  of  its  importance  and 
a  determination  to  make  the  class 
fulfill  Its  ta.sk,  you’ll  find  that  no 
other  course  in  any  field  of  stmly 
offers  a  greater  challenge  or  rerpiires 
more  knowledge,  mental  alertiwss,  or 
intellectual  skill.  It  will  chalh'iige 
your  ingenuity,  your  resourct'fulness, 
and  your  abilities  as  a  teaclier. 

So—/  dare  you  to  ar  cept,  with  alac¬ 
rity,  that  previously  unwanted  assign¬ 
ment.  /  dare  you  to  determine  to  make 
your  class  the  interi'sting,  vital, 
challenging  exiM-rience  that  it  must 
Im-  if  it  is  to  reach  and  stimulate  to¬ 
day’s  youth. 

A  word  r)f  advice  to  you:  ignore 
the  textlxiok  when  it  d<K*sn’t  serve 
your  piirjxise.  All  of  us  recognizi* 
the  mastery  of  our  textlaiok  authors, 
hut  we  must  also  recogni/e  tlu*  fact 
tliat  they  are  iKiund  hy  tradition  and 
limited  hy  the  ne<‘d  to  make  the  IxMik 
ap[)licahle  to  all  parts  of  the  esmn- 
try.  Use  a  textlxMik,  of  course;  hut 
t>e  sure  it  is  your  Itml,  not  your 
tnasler. 


Next,  know  your  students!  Trite 
as  this  statement  may  lie,  until  you 
know  your  stiuh'iits’  interests,  ambi¬ 
tions,  backgrounds,  and  abilities,  you 
can’t  make  plans  that  will  catch  their 
enthusiasm  and  meet  their  needs. 
"But  I  have  200  students!  I  don’t 
have  time  to  get  to  know  them  that 
well,”  is  probably  your  immediate  re¬ 
action;  and  certainly  all  of  us  will 
agree.  There  are,  however,  a  few  de¬ 
vices  that  help. 

Draw  Out  Your  Studonts 

Try  using  one  or  two  class  iH'iiixIs 
at  the  very  iM'ginning  as  ”get  ac- 
(|uaintecr  st'ssions.  Have  each  stu¬ 
dent  tell  something  about  himself, 
if  only  his  name  and  address.  Also, 
using  another  day  to  have  students  fill 
out  information  citrds  will  give  yo<i  an 
excellent  "iKKik”  that  will  amount  to  a 
series  of  thumbnail  sketches.  Even 
though  all  the  information  you  ask  for 
may  lx;  available  on  record  cards  m 
the  administrator’s  or  couns«*lor's 
office,  having  it  in  your  own  hands 
makes  it  convenient  for  referente,  and 
you  are  much  more  likely  to  use  it. 
Tliese  cards  will  prove  valuable,  t«x), 
as  a  place  to  record  s|xx  ial  charac¬ 
teristics  you  iliscover  alxxit  stu<lents 
as  the  year  g<x:s  along -such  things 
(Cnniittued  on  |xjge 
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MFOKM  KXAMINATIONS  are 
stuiidurd  o|MTating  procedure  in 
oiir  M*<-*indury  Hy  a  iiniforni 

cxaiiiinatioii,  I  iiican  a  test  that  is 
given  siinultaneoiisly  throughout  the 
scliool  to  all  pupils  who  are  in  the 
saim;  term  o(  a  given  suhject.  Some 
schools  conduct  such  examinations  in 
the  middle  of  the  semester;  others, 
near  or  at  the  end.  Thus  their  name, 
varies  from  "mid-ternr  to  "finar  to 
"uniform**  examinations. 

In  .some  communities,  siu'h  exam¬ 
inations  are  required  hy  state  law  or 
hy  regulations  of  the  local  sch(X)l 
Iroard.  In  others,  there  is  no  law  re¬ 
garding  th«-se  tests.  Their  prevalence 
in  such  I'ommunities  is  purely  histori¬ 
cal.  They  go  hack  to  the  time  when 
many  teaelwrs  wr*re  jKxrrly  prepared 
for  tin'ir  work,  and  the  tests  were 
given  to  (h'terinine  how  well  they 
taught. 

Why  th«  Exam? 

In  the  al)S4-nce  of  a  formal  testing 
program,  the  teacher  has  an  in- 
complete  appraisal  of  the  student*s 
work.  Daily  recitations  give  a  general 
impression;  daily  (lui/zes  measure 
the  imirM'diate  learning.  But  neither 
indicate  which  students  retain  the 
knowledge  and  skills  that  they  leani 
on  first  contact.  Tfies**  meth(Kls  also 


fail  to  di.sclo<a‘  which  students  who 
do  not  master  new  work  as  it  is  l>eing 
developed  finally  do  ae(|uire  a  mas¬ 
tery  through  continuous  ex|x>sure  to 
it. 

Unit  tests  meet  these  objections  to 
a  c'(*rtain  extent,  but  they  cannot 
s(‘rve  as  an  index  of  what  might  Im- 
called  long-term  or  residual  learning. 
Only  a  test  that  has  broad  coverage, 
that  embraces  the  work  of  .several 
months,  can  show  us  how  much  of  a 
student*s  knowledge  has  survivrtl  the 
ravag(‘s  of  time.  Preparation  for  .such 
examinations  insures  us,  moreover,  ol 
a  complete  review  of  tlie  term*s  work 
ill  its  proper  persp«*ctive. 

A  review  Ixith  convinces  the  stu- 
<lents  of  their  growth  in  the  subject 
and  disclos(*s  their  weakest  areas. 
In  addition,  some  pupils  are  not  t(M> 
communicative  in  their  daily  recita¬ 
tion;  as  a  result,  they  leave  the  im¬ 
pression  that  they  are  not  acrjuiring 
a  significant  amount  of  learning.  A 
uniform  examination  (lermits  some  of 
these  students  to  stand  out  above 
others-more  important,  above  their 
own  level  of  class  recitation.  The 
niimlier  of  such  students,  though  not 
too  large,  is  sufficiently  significant  to 
justify  a  broad  appraisal  of  the  stu- 
dent*s  work. 

Note  that  the  uniform  examination 
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1.  Who  should  write  them  and  when? 


WHY'S  of  Uniform  Examinations 


FIRST  OF  FIVE  PARTS 


serves  as  u  ineasiiriiig  rod  that  is 
applied  to  everyone  in  the  same 
term,  regardless  of  tiass  or  f»*aeher. 
rhis  serves  to  level  the  individual 
prefertMiees  or  jMiints  «if  emphasis  of 
every  teacher  in  a  given  grade.  The 
tests  thus  assure  a  errtain  amount  of 
stability,  so  that  all  students  moving 
on  to  the  next  semester  will  have 
Ix’en  graded  in  terms  of  the  same 
norm. 

Uniform  examinations  indicate  tfie 
weakness<*s  c)f  ifidividnal  students 
and  show  whether  these  weaknesses 
are  common  to  all  students  or  are 
confined  to  a  limited  few.  The  in- 
divkhial  weakness4‘s  M*rve  as  a  basis 
for  remedial  teaching.  Weaknesses 
common  to  an  entire  class  s<*rve  as 
the  basis  for  reteaching.  Weaknesses 
common  to  all  papers  within  an  entire 
grade  are  valuable  clues  to  the  need 
for  syllabus  revision.  Though  no  uni¬ 
form  examination  can  be  considered 
the  sole  determining  factor  of  the 
term  mark  for  any  pupil,  the  grade 
on  a  uniform  examination  nonethe¬ 
less  does  help  to  form  the  final  grade 
for  the  course. 

To  assure  a  proper  attitude  toward 
uniform  examinatiotis,  a  departmental 
conferenc'e  might  well  be  called.  It 
is  far  b<‘tter  to  have  department 
ineml>ers  agree  on  uniform  examina¬ 


tions  as  the  final  step  in  the  learning 
pr<K-ess  than  to  im|)ose  on  iiR'mfx'rs 
practices  f»ir  which  they  .see  un  justi¬ 
fication.  In  an  activity  that  is  so  tiim*- 
consuming,  it  is  im|)ortant  for 
teachers  to  understand  its  pnrpost*. 
When  this  understanding  is  lacking, 
desired  outcomes  will  not  In*  real¬ 
ized,  and-what  is  worse  -  depart¬ 
mental  moral  is  impaired. 

Written  by  Whom? 

Kxaminations  list'd  to  lx*  written 
by  the  supervisor;  their  contents 
were  kept  secret  from  Ixith  teachers 
and  students.  If,  when  his  burden 
liecame  tixi  great,  the  supervisor 
delegated  the  actual  writing  of  an 
(K-t'asional  examination  to  one  of  the 
teachers,  that  teacher  was  pletlgetl 
to  secrecy.  'Hiis  philosophy  of  sujM'r- 
vision  was  without  doubt  related  to 
the  level  of  preparation  of  the  earlier 
teacher. 

As  teacht'r  training  has  improved, 
consideration  of  the  teacher’s  atti¬ 
tude  has  increast'd.  .Vlere  considera¬ 
tion,  however,  is  insufficient  in  itself. 
High  morale  demands  teacher  partic- 
ipatum  to  the  fullest  degree.  Such 
participation  includes  making  deci¬ 
sions  in  regard  to  fa)  the  work  that 
is  to  lie  covered  Ix'fore  tfic  examina¬ 
tion,  fb)  the  nature  and  sc'Ope  of  the 


examination,  and  (c)  the  very  ar¬ 
rangement  of  the  paiM'r  that  is 
devised  to  fit  the  s|MX'ificatiuns 
agreed  on.  It  will  lie  mited  that 
making  decisions  was  the  term  used, 
not  giving  opinions  or  offering  sug¬ 
gestions.  For  the  testing  program  to 
lie  most  effective,  each  teacher  lias 
to  feel  that  he  is  playing  an  iin- 
(Mirtaiit  part  in  it. 

Each  depurtiiKMit  memlier  can  and 
should  share  in  the  examination  pro¬ 
gram.  The  more  mature  and  more 
ex|>erienc«'d  have  much  to  offer;  the 
newer  memlier  can  learn  by  partic¬ 
ipating. 

A  departmental  conference  should 
Im'  called  early  in  the  term,  at  which 
time  departmiMit  members  selec't  the 
grade  committees  on  which  they 
wish  to  work.  Tfie  selections  are 
guided  by  two  considerations:  (a) 
iMi  one  pi'rson  should  Ix'ar  too  great 
a  burden  of  the  writing  of  the  exami¬ 
nations,  and  (b)  each  grade  commit¬ 
tee  shrruld  have  sufficient  representa¬ 
tion  frrxn  the  ranks.  Each  grade 
committee  evenly  divides  its  work. 
For  ex.imple,  in  Ixiokkeeiiing,  one 
teacher  is  to  write  a  short  narrative; 
another  is  to  prepare  a  finarx-ial-state- 
rneiit  problem;  a  third,  some  objective 
question.  In  law,  one  would  set  up 
objective  questions;  a  second  would 
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prepare  ca«e  problerru.  In  ttenog- 
raphy,  tmv.  per^nti  rriiglit  prepare  a 
list  of  selected  words;  anotlier  per- 
S4MI,  a  letter  or  two  for  dictation.  As  a 
result,  each  teacher  liecoines  exatnina- 
liiin  conscious,  and  tlte  department  as 
a  wluile  sliould  provide  improved  tests. 

Ail  department  meiulM^rs  are  en< 
titled  to  know  tlte  naiiu;s  of  those 
working  on  tlte  examinations,  so  that 
they  may  transmit  (|iiestions  or  sug¬ 
gestions.  'I'he  mere  mention  of  the 
names  ol  committee  nu'inlters  is  not 
enough,  however;  a  written  memo 
irom  tint  departmc'iit  office  is  neces¬ 
sary. 

'I'o  assure  the  tnaxiinuin  iM'tiefits 
irom  group  thinking,  each  grade  com¬ 
mittee  should  arrange  fur  a  meeting 
oi  the  teachers  within  its  grade.  Or 
it  may  ask  for  conference*  time  in 
order  to  reach  agreement  on  the 
sco|)e  of  the  examination.  'I'lie  com¬ 
mittee  may  then  priK.-tM'd  with  pre¬ 
paring  the  preliminary  draft  of  the 
examination. 

It  should  In*  (Niinted  out  that  the 
d(*partment  head  has  a  distinct  role 
to  play  in  this  program.  He  has  the 
fniiNirtant  func*tion  of  guiding,  co-or¬ 
dinating,  and  exiN*diting.  lie  should 
guide  the  grade  leaders  in  a  discus¬ 
sion  on  newer  concepts  in  testing. 
He  should  make  avaduhle  to  them 
copi<*s  of  former  examinations,  togeth¬ 
er  witli  written  reac-tioiu  of  tfie 
staff  to  these*  (*xaminuti<»ns.  He  siiould 
c«HiV(*y  the  ri*conimendations  erf  any 
one  grade  committe*e  to  any  either 
grade*  c‘e>mmitte*e*  and  should  serve* 
as  ceinciliateir  in  the*  cve*nt  ed  dis- 
agie*e*ine*nt  within  a  grade*  e'onimitteH*. 

'I'he  graeie*  leaeler  xherulei  arrange* 
for  ini*e*tings  of  the  writing  coni- 
niitte-e*,  at  which  time*  e*ach  individ- 


iial’s  contrihution  may  In*  evaluated 
and  ove'i  lapping  may  In*  eliminate*el. 
'I'he  eommittcHr  the.*n  should  appraise* 
the  examination  as  a  whole,  with  a 
view  toward  answering  the  folleiwing 
<pie*stiuns:  (1)  Is  the  examination  rep- 
rese*ntalive  of  the*  work  of  the*  grade? 


(2)  Is  it  of  average  ciifBculty?  (3) 
Can  it  he  done  in  tlie  allotted  time? 

The  preijHNied  examination  should 
tlien  he  circulated  among  tlie 
teachers  of  Un;  grade  for  evaluatiem 
and  approval.  A  sample  solution  is 
prepared  by  the  grade  leader  before 
lie  submits  his  report  to  the  depart¬ 
ment  head.  To  avoid  future  disputes, 
each  teacher  should  initial  the  pro- 
(Niscrd  draft  as  evidence*  of  his  having 
insiNteted  the  test  his  students  arc*  to 
take.  Under  tfiis  system,  each  teach(*r 
lias  a  voices  in  the  examination.  He 
is  encouraged  to  offer  cpiestions  and 
to  critici/e  the  questions  submitted 
by  others.  He  assists  in  formulating 
a  iiNNlel  answer  and  a  rating  scheme. 

Bear  in  mind  that  the  t*xainination 
program  has  infinite  jxissihilities  for 
realizing  both  instruc’tional  and  su|N*r- 
visory  ohjc*c’tive3.  Wlien  handled 
aut(N.'ratically  or  arbitrarily,  very  fc*w 
of  those*  values  will  accrue:  instead, 
much  mutual  distnist  will  rc*sult. 
WlN*n  handled  d<*mocratically,  all  of 
thc*se  values  will  have  a  clianc-e  to 
flourish,  es|Nfciaily  the  profcnaiional 
growth  of  the  staff  and  the  c-ontinu- 
anee  of  high  morale. 

Setting  a  D«odlin« 

In  some  scIhmiIs,  the  instructional 
departments  are  relievt*d  of  the  me- 
c'hanics  of  duplicating  the  examina¬ 
tions.  'I'he  full  rcrsponsihility  for  all 
details  is  assumed  by  the  scIkm)! 
administration.  In  such  cast's,  the  cen¬ 
tral  office  generally  exp«*cts  the  de 
partment  to  submit  copy  at  an  un¬ 
usually  early  <late.  Neither  the 
departin<*nt  head  nor  the  teachers 
should  object  to  such  demands.  Husi- 
nf*.ss  teachers  should  In*  the  first  to 
recogni/e  that  it  is  physically  impos¬ 


sible  to  do  all  the  stenciling  and 
duplicating  for  all  the  departments  in 
the  w(*ek  or  two  iK'forr*  examinations. 

One  should  also  reali/.e  that  this 
work  will  In*  sandwiched  between 
the  regular  duties  of  the  schcHil's 
ch*rical  staff.  Failure  to  consider  other 


demands  on  the  time  of  tlie  staff 
may  disrupt  the  sriKxith  functioning 
of  tlie  school.  The  department  head 
will  find  that,  as  is  so  often  true, 
co-operation  pays  dividends:  tlie 
scIkxiI  administration  will  be  reason¬ 
able  in  granting  an  extension  once 
in  a  while  for  tlie  submission  of  an 
examination,  if  the  department  is 
generally  considerate  of  the  clerical 
staff.  And  there  are  times  when  an 
extension  may  In.*  necessary,  as  when 
a  new  syllabus  is  lx*ing  experimented 
with  and  an  estimate  of  the  coverage 
is  not  t(Ni  reliable  early  in  the  term. 

The  grade  committees  should  have 
their  initial  drafts  completed  a  week 
or  two  lN*fore  the  date  on  which  the 
department  is  to  submit  its  materials 
to  the  general  office.  Such  an  interval 
is  needed  to  allow  a  thorough  analysis 
and  any  nec'essary  revision.  In  schools 
where  the  department  duplicates  the 
<*xaminations,  a  greater  amount  of 
latitude  is  possible.  Hut  even  here, 
a  deadline  must  be  agreed  on  in 
order  to  allow  the  supervisor  ample 
time  for  checking,  revising,  and  edit¬ 
ing  the  papers.  Otherwise,  the  quality 
of  the  examination  may  suffer  or 
other  administrative  and  supervisory 
activities  are  likely  to  be  neglected. 

Another  reason  for  setting  up  a 
deadline  is  to  [N*rinit  careful  dupli¬ 
cation  of  the  pap(*rs  in  the  depart¬ 
ment  office*.  When  pa{N*rs  are  diipli- 
cati*d  well  ahead  of  the  e*xamination 
date*,  there*  is  ple*nty  of  time  for  any 
rerunning  or  resteiK.-illing  that  prove*s 
ne*c*essary.  When  left  for  the  last 
minute,  a  rerunning  or  re*stenciling 
may  In*  imiMissible—and  the*  stuelents 
will  suffer  as  a  re*sult  of  a  {NMir  exam¬ 
ination  pa[x*r.  The  de*partme*nt,  tcNi, 
may  suffer  frenn  a  public-relations 
|N)int  of  view. 

One*  fnrthe*r  thought:  It  is  not  so 
much  a  matter  of  a  target  date  as  it 
is  eif  having  an  early  start  on  the 
writing  of  the  examination.  A  dead¬ 
line*  that  is  very  late  in  the  term  is 
nw*aningless  if  those  who  are  to  write 
the*  examination  are  not  aware:  of  the* 
date*  until  se'veral  days  ahead  of  time*. 
On  the  other  hand,  a  ele*aelline  fairly 
early  in  the  term  is  epiite  satisfacteiry 
if  the*  examination  cominitte*e  knows 
Its  assignment  within  the  first  two 
we*eks  of  that  term.  Such  notice  gives 
ample  time*  to  everyone. 

Planning  for  the  deadline  shoulel 
lN*gin  as  sexin  as  the  schcNil  i.'alenelar 
has  lN*en  released,  for  it  is  then  that 
the  elateni  set  asiele  for  the*  exam- 
(Cimtinued  on  tHinr  45) 
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Re :  The  New  NOMA  Letter 


In  1934,  a  business  professor  astonished  her  class  in  correspondence  by 
predicting  that  two  of  the  then  traditional  elements  of  the  business 
letter  would  soon  be  relegated  to  the  scrap  heap  of  antiquated  business 
practices.  The  class,  made  up  of  typical  college  students  not  overly 
given  to  conformity,  thought  well  of  the  suggestion  but  reserved  its 
enthusiasm,  thinking  that  the  professor  might  have  had  an  unusually 
difficult  weekend. 

for  decades,  teachers  had  taught — and  businessmen  had  thought — that  the 
salutation  and  complimentary  close  were  necessary  and  integral  parts  of 
the  business  letter.  They  had  become  accepted;  and  their  usefulness, 
although  it  was  really  nonexistent,  was  no  longer  in  question.  After  a 
rather  brief  pleading  of  her  cause,  the  instructor  won  her  point.  The 
class  was  convinced  that  the  trite  "Dear  Sirs"  and  "Sincerely  yours" 
added  absolutely  nothing  to  the  effectiveness  of  the  letter.  The  only 
serious  consideration  was  that  a  letter  omitting  these  traditional 
parts  might  seem  "cold"  to  the  recipient.  Fears  were  quickly  allayed 
when  the  professor  assured  the  class  that,  if  the  message  was  "warm," 
the  letter  would  not  be  "cold,"  Once  again,  the  need  for  progress  was 
being  highlighted  in  the  classroom. 

Approximately  twenty  years  after  this  class  discussion  took  place  at 
Kansas  Teachers  (Pittsburg),  the  National  Office  Management  Association 
openly  advocated  a  new  letter  style  that  omitted  the  salutation  and 
close.  The  new  style  was  soon  referred  to  as  "the  NOMA  letter"  and  was 
well  received  by  progressive  leaders  in  education  and  business. 

To  claim  extensive  use  for  the  NOMA  letter  would  be  a  gross  error.  In 
fact,  some  writers  indicate  that  the  new  letter  is  not  "catching  on." 
These  persons  might  be  reminded  that  the  wheels  of  progress  turn  slowly — 
and  this  is,  perhaps,  as  it  should  be.  No  one  should  advocate  the 
sacrifice  of  history's  experience  for  today's  whim.  On  the  other  hand, 
it  seems  a  bit  early  to  judge  the  fate  of  the  NOMA  letter.  Not  until 
it  has  been  rejected  by  executives  and  secretaries  schooled  in  its 
merits  can  critics  maintain  that  it  has  failed  to  gain  acceptance. 
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Some  teachers,  and  a  nultitude  of  stud  ents,  have  bogged  down  in  the  maze 
of  letter  styles  presented  in  today's  textbooks.  A  review  of  three 
leading  texts  in  the  typing  area  alone  reveals  no  fewer  than  12 
different  names  for  letter  styles.  In  some  instances,  different  names 
have  probably  been  applied  to  the  same  basic  style. 

Some  people  may  feel  that  textbook  authors  have  deliberately  attempted 
to  confuse  students  of  typing  and  business  correspondence.  Certainly 
this  is  not  the  case  ;  professionals  do  not  purposely  promote  confusion. 

In  the  interest  of  simplicity  and  efficiency  in  the  classroom  and  office, 
wouldn't  it  be  much  better  to  scrap  all  existing  letter  styles  and  teach 
a  MOMA-type  letter  to  the  exclusion  of  all  others?  From  the  viewpoint  of 
the  student,  it  would  reduce  the  perplexities  of  varying  styles,  none  of 
which  makes  much  sense  anyway.  It's  the  man  in  the  suit  that  counts — 
not  the  cloth.  It's  the  meaning,  organization,  and  style  of  expression 
that  count  in  the  business  letter — not  whether  one  uses  the  "X*  or  the  "Y" 
style.  Just  how  much  justification  is  there  for  12  letter  styles? 

About  as  much,  perhaps,  as  there  is  for  "My  dear  Sir*  and  "Yours  truly" — 
none  whatsoever.  All  the  elements  of  the  New  NOMA  letter — my  own 
adaptation  of  the  original — would  start  on  the  left  margin.  The  letter 
would  consist  of  the  date,  inside  address,  body,  dictator's  name,  and 
such  additional  information  as  reference  initials  and  postcript. 

Spacing  between  the  parts  of  the  new  NOMA  letter  would  constitute  no 
problem;  irrespective  of  letter  length,  the  date  would  always  be 
placed  2S  inches  from  the  top  of  the  sheet,  and  all  elements  would  be 
separated  by  triple  spacing.  All  letters,  irrespective  of  length, 
would  be  written  with  a  6-inch  line;  certainly  line  length  can't 
alter  the  expression  of  thought.  The  average-length  letter  would 
occupy  approximately  the  top  two-thirds  of  the  sheet  ;  a  short  letter 
would  require  less  than  half  the  sheet  ;  a  long  one  might  require  a 
second  sheet.  Small,  half-size  sheets  need  not  be  taught — they  are 
seldom  used  in  business. 

What  will  the  beginning  worker  do  when  he  discovers  that  his  employer 
prefers  something  other  than  the  New  NOMA  letter?  He  will  do  what  he 
has  done  for  years — learn  the  preferred  form  in  ten  minutes. 

To  be  consistent  in  the  principle  of  simplicity  in  the  typing  and 
arrangement  of  business  letters,  open  punctuation  should  be  used.  To 
use  mixed  or  close  punctuation  is  to  identify  oneself  with  practices 
that  were  in  vogue  in  the  twenties. 

A  further  improvement  in  the  typing  of  business  letters — in  all  typing, 
for  that  matter — would  be  to  discontinue  the  practice  of  breaking  words 
between  lines.  The  right  margin  can't  be  made  to  resemble  the  left,  so 
why  attempt  the  impossible  by  hyphenating  at  the  end  of  every  few  lines 
'  in  the  average  letter?  Eliminating  hyphenated  words  would  remove  a 
stumbling  block  for  students,  teachers,  and  typists — and  for  millions 
of  readers  who  are  annoyed  and  slowed  in  their  reading  by  broken  words. 

Realizing  full  well  that,  of  the  people  who  read  these  suggestions, 

90  per  cent  will  completely  ignore  them  and  the  other  10  per  cent 

will  cause  the  wrath  of  tradition— quest ionable  tradition — to  fall  on  ' 

mo,  I  offer  them  humbly  in  the  spirit  of  streamlined  efficiency. 

Robert  L.  Hitch 
Associate  Professor 
Business  Education 

BUSINESS  EDUCATION  WORLD 


Use  llie  (kiiclaiice  Tecliiiiquc 
for  Underslancling  Your  Studeiils 


WHEN  WE  TEA(.'liEKS  walk  in¬ 
to  a  clussrcxjtn,  do  we  see  only  a 
^ronp  of  students  lH*for<*  us,  or  do  we 
see  students  who  differ  from  one  an¬ 
other  in  app<?arance,j  who  have  their 
own  ne«*ds  and  their  own  problems? 
If  we  are  t«)  work  with  our  students 
effeetively,  we  must  get  to  know 
them  through  their  hackKrounds,  hab¬ 
its,  abilities,  interests,  and  ambitions. 

The  Kuidanee  services  of  a  sch<K)l 
exist  for  just  such  a  purposr*.  Thou^h 
this  service  may  Ik*  limited,  m»»st 
scIkmiI  offict*s  do  keep  a  jx*rinanent 
r<*cord  nf  each  sturlent.  This  record 
sometimes  notes  only  attendance  and 
grades;  but,  even  so,  it  is  a  starting 
|M)int  in  learning  alrout  our  students. 

Pertinent  Data 

We  can  develop  more  extensive 
rec-ords  of  our  own  by  listing  such 
data  as;  the  student’s  sc-hool  history; 
his  t»*st  st'ores-scholastic  aptitude, 
s{)(‘cial  aptitude,  and  achievement; 
his  interests,  personality,  and  attitude; 
and  hi.s  extracurricular  and  out-of¬ 
school  activities,  including  part-time 
work.  Much  of  this  information  may 
l>r  obtained  by  a  questionnaire. 

Observation  has  l>een  calh'd  the 
basic  technirpie  <jf  guidance.  We 
should  train  ourselves  to  l)e  aware  of 
the  significance  of  behavior  that 
we  observe.  The  business-education 
teacher,  incidentally,  uses  this  tech¬ 
nique  in  the  classroom.  Is  he  not 
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trained  to  obsi'rve  students  as  tlicy 
ty|M‘  or  trans<.ril>e  and  to  note  incor¬ 
rect  skill  habit.s?  Observing  behavior 
to  learn  |M‘rsonal  (pialities  rtHpiires  a 
similar  tc-chniirpic.  How  d(M‘s  the  stu¬ 
dent  act  in  a  grttiip  situation?  Is  he 
co-oiX‘rative?  Is  Iw  accepterl  by  the 
group?  How  drx's  he  work  alone? 
I)(x‘s  he  have  any  nervous  habits? 
Such  observations,  of  cours<‘,  shtxild 
note  grxxl  Ix'havior  as  well  as  bad. 

Anecdotal  records  of  significant  Im*- 
havior  shoidd  lx*  kept,  just  one  anec¬ 
dote  drx's  not  tell  much  alxrnt  the 
student,  however.  There  should  lx- 
several  rejxirts  on  him,  written  by 
teachers  who  have  obser\t*<l  him 
ribjec’tively  from  different  view|x>ints. 
At  the  end  of  the  year,  a  summary 
of  all  the  anecdotes  should  lx*  placerl 
in  his  cumulative  record  in  order  to 
give  a  Ix^ter  picture  of  the  student. 

Rating  scales  are  esix'cialiy  valuable 
to  every  business-education  teacher. 
Tlx*y  are  used  mainly  in  evaluating 
p<‘rsonal  characteristics-co-oix'rative- 
ness,  .dependability,  initiative,  self- 
control,  grrximing,  etc.  Inability  to  get 
along  with  others  is  the  reason  for  dis¬ 
missal  Ix'hind  more  than  7.5  per  cent 
of  the  cases  of  unsuccessful  employees. 
We  who  are  training  students  in  vrx-a- 
tional  ediH-ation  need  tr>  lx?  particu¬ 
larly  aware  of  this  problem.  Using 


rating  .scales  lor  Ixith  self-evaluation 
and  the  evaluation  of  classmates  em¬ 
phasizes  to  students  the  iruf'ortance 
of  lx‘ing  able  to  get  along  with  others. 

A  teacher  neerls  to  know  a  stu¬ 
dent’s  tt*st  marks  Ix-fore  he  can  hoix! 
to  understand  the  student  completely, 
lest  results,  however,  will  show  us 
merely  a  student's  strong  and  weak 
|x*mts,  but  we  must  not  think  that 
they  are  the  only  way  of  understand¬ 
ing  him.  W'e  may  assume  that  those 
who  receive  high  scores  have  su|x*rior 
ability,  but  we  should  not  assume  that 
thosr-  with  low  stsrres  lack  ability.  We 
sixxihl  try  to  find  out  more  alxxit 
thev  students,  both  by  further  test¬ 
ing  and  by  other  techni<|ues. 

Although  we  may  not  lx*  qualified 
to  serve  as  guidance  counselors,  we 
teachers  should  talk  with  our  students 
in  an  out-of-class  setting.  Hiisiness- 
edneation  teachers  in  particular, 
sixxild  lx*  callable  of  giving  vix-ational 
and  occupational  advice.  They  may 
also  find  the  interview  effe<;tive  for 
teaching  alxiut  job  applications. 

Have  we  ns<*<l  these  techribpies  in 
order  to  understand  our  sturlents  as 
individuals?  We  should  be  able  to 
answer  not  only,  “What  is  the  student 
lik«*?"  but  also,  "Why  dfx*s  he  act  that 
way?"  Permanent  records,  observa¬ 
tion,  anecdotal  records,  rating  scales, 
test  results,  and  counseling— they  are 
all  tools  to  give  us  greater  insight  in¬ 
to  student  behavior. 
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Will  your  students  be  able  to  fill 


INBVITABILITV  OF  ELECTRIC  TYPEWRITERS 


By  1958,  43%  of  all  typewriters  purchased 
for  business  use  will  be  electric — 
and  the  IBM  is  the  favorite  by  far! 


If  yiHi  arc  intrr(*«trd  in  IHM'i  pxtrniivt* 
eclucatiimul  iprvicM  prit^ram,  writf  to: 
L.  M.  Ciillini,  DirM-tor, 

Kducatlonal  Sm'icra  Drpi., 

IBM  EI«H*trk'  Typcwritri  DivUinn, 

545  MadiMin  Avenur, 

New  York  22,  Nrw  York 


IBM 


ELECTRIC 

TYPEWRITERS 


The  abov*  graph  hot  a  mettag*  of  groat  importanco  to 
buftinott  oducotors.  it  shows  tiiat  in  1958  — whtMi  some  of 
your  jm’sent  stiidciits  will  Ik*  pracluatiiig— almost  half  of  the 
tyiH'writers  piirehaswl  for  busiiu'ss  r>ffices  will  be  r*leftrie.  So, 
to  prepare  your  students  for  tlwir  future  jobs— training  on  the 
eleetric  typt*writet  is  a  “must." 

Figures  prove,  too,  that  the  IBM  is  the  favorite  electric  by 
far— ft  nuts<‘lls  all  other  eler;lrics  combined!  So,  train  your 
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this  chair? 


stu(i<nits  on  thr  lvp«?wrlt<*r  they ’ll  lx*  most  likely  to  use— the 
IBM  Klec-tric! 

ScluKil  t<*st.s  prove,  t(K),  that  students  typ<-  more  rapidly 
and  accurately  on  any  machine  — even  manuals  — wln*n  they 
have  Iwen  trained  on  the  IBM.  With  the  IBM  you  can  sim¬ 
plify  stroking  and  carriaj^e  drills  — advance  more  rapidly  into 
over-all  typing  technkpies  to  turn  yotir  students  into  com- 
jX'tent,  ct)nfident  typists  faster. 


Orueet  SL^CTR/CS  COMBINED ! 


Typing  Tips  to  Students 
from  the 

"Teaching  Typewriter" — 
the  IBM! 

To  center  lie.Mlings  t>r  titles  tH>rrtH'tly 
for  the  handsomest  r<‘sults,  here's 
the  easy  way: 

1 .  nivUU’  the  total  ntinihrr  of  sjHU'on 
in  thr  writing  linr  htj  2,  and  movr 
tlw  rarriagr  to  that  ftoint  on  the 
scale. 

2.  Hai  ksiHtrr  one  for  every  2  char¬ 
acters  and  sjtaces  in  the  heading 
to  he  centered. 

3.  Your  carriage  will  he  at  the  cof- 
rect  point  to  begin  typing  the 
heading. 

When  yon  wish  to  type  a  singh" 
character  down  the  length  oi  a 
page,  it  is  not  necessary  to  set  a 
margin  or  a  tah  stop.  ii<‘re’s  the  easy 
way  to  do  it  on  the  IBM  Kh'ctric: 

Simply  '.not  e  your  carriage  to  the 
desired  pttsition  on  the  page  and 
tifpc  the  single  character.  TIusn  im¬ 
mediately  position  ipmr  first  fiager 
ott  the  right  hand  on  the  hack- 
sfHicer,  and  pist  the  sccoml  finger  on 
the  return  key.  Depress  hoth  keys 
simtdtanetmsly. 

In  one  fast  operation,  you  will 
hat  e  mot  ed  deten  one  line  ami  hack 
oiM'  space,  ami  ytmr  carriage,  will  he 
in  the  cinrcct  position  for  tyfHng  the 
next  character. 

When  yon  ar«*  typing  mamisr-ripts  of 
M'veral  pages  and  yon  want  them  to 
liMik  uniform,  here’s  the  way  to  make 
sure  yon  eiul  each  page  on  the  same 
line: 

PrefHire  a  strip  of  paper  numhered 
vertically  from  I  to  •I'i  single-sfHtced. 
With  cellophane  tape,  fasten  the 
strip  around  the  extreme  It^ft  edge 
of  your  phiten.  Align  ytmr  fir  tit  page 
uith  1  and  note  the  numher  on 
which  you  end  the  ftage.  Then  stop 
typing  at  the  same  numher  on  each 
suctxeding  fmge. 

HKMKMBh3H  .  ,  .  the  efficient  way 
turns  out  to  Ire  the  easy  way  to  do 
things.  .So  muster  thew  efficiency 
“tricks"  to  help  yonrsrdf  do  the  Irest 
job  when  you’re  out  in  the  tmsiness' 
world! 
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JANf  STIWARTf  UniverMty  of  Nefx4‘>4,  Lmcoln 

TIK>SK  of  us  wh«)  have  the  ojiiMirtunity  to  vifit  a 
variety  of  leccwKlary  tchiKiU  are  frequently  aware  of 
IIm*  minor,  If  iKit  ineffectual,  u»e  that  it  often  made  of 
hulletin  Ixiardf.  Tliit  article  tellt  how  we  at  the  University 
of  Nebraska  lielp  husiness-ediication  mafors  to  develop 
an  interest  in  Irtilletin  IroartK  and  |^in  tome  of  the  skills 
(*ssential  fmr  tlie  effective  use  of  iHilletin  Ixtards  in  the 
hijth  sc1kk»I  classroom.  We  make  every  effort  to  point 
out  that  titese  skills  can  never  substitute  for  understandin({ 
the  priiK-iples  of  building  typing  and  shorthand  skill,  or 
lor  acqiiaintanct*  with  essential  teaching  practices.  With 
this  in  mind,  we  have  maintained  the  bulletin-fxiard 
schedule  in  addition  to  our  regular  clast  assignments  in 
the  shorthand  and  tyi>ewriting  meth<Kls  course, 

'file  major  problem  we  all  face  in  c-reating  any  form 
of  vitiiali/ation  it  the  search  for  a  satisfactory  idea.  Student 
involvement  in  the  project  is  iin{M)rtant,  Ixcaiise  true 
learning  comes  only  from  grappling  with  problems  and 
actively  seeking  answers.  The  mHlxMls  students  work  in 
small  committees.  Each  student  it  respfmsible  for  at  least 
two  displays  during  the  semester,  and  each  ssTves  with 
rlifferent  students  during  theie  efforts.  After  a  number  of 
attempts  to  help  the  committee  find  a  suitable  problem¬ 
solving  procedure  to  spur  creativity,  we  hit  on  “brain¬ 


storming,”  which  has  proved  to  be  our  most  successful 
d<*vice  by  far.  (An  interesting  discussion  of  this  prex^dure 
upp<*ars  in  Time,  Feb.  18,  1957,  p.  90)  In  brief,  it  works 
something  like  this: 

Students  meet  to  find  an  idea  for  a  bulletin  board.  One 
rnemlx-r  of  the  group  passes  on  to  the  others  any  re¬ 
striction  of  areas  that  the  instructerr  may  have  set  up. 
Then  the  ideas  start  coming.  Nrme  is  t(K)  fantastic  to  voice; 
no  one  laughs  at  the  ideas  of  another.  In  the  Ix^ginning, 
iKi  one  points  out  that  certain  ideas  would  lx*  text  difficult 
to  engineer;  all  are  encouraged  to  pick  up  an  idea  and 
improve  on  it. 

A  short  brainstorming  session  in  class  on  some  problem 
of  teaching  typ<'writing  or  shorthand  provides  an  intro¬ 
duction  to  the  device.  Although  the  instructor  dees  not 
sit  in  on  group  “thinks,”  students  re|x>rt  voluntarily— and 
frequently— that  the  metlKxl  suggested  provides  them  with 
so  many  ideas  that  srweral  are  certain  to  prove  workable 
and  effective.  As  tlx*  class  instructor,  1  can  report  that 
the  tendency  toward  sameness  in  bulletin  lx>ard  ideas  has 
declined  drastically,  and  an  unusual  idea  appears  much 
more  fr<‘quently. 

On  the  opposite  page  app<‘ar  a  few  of  the  displays 
prepared  by  the  methods  students.  Since  a  bulletin  Ixrard 
should  attempt  to  do  only  one  thing,  these  displays  were 
selec-terl  as  samples  of  the  particnilar  u.s<*s  explained  below. 


BRAINSTORMING”  CREATES  BULLETIN  BOARDS 


No.  1.  For  nuftivatinfi  students, 
recognition  of  grxxl  work  is  a  prize 
reci|)e.  A  student  committer*  can  select 
the  Ix^st  letter  prcxluced  by  a  class 
memlier  to  be  plac:ed  in  the  center  of 
the  “happy"  daisy.  The  prxrr  letter 
used  in  contrast  can  Ire  siipplxxl  by 
the  teacher,  or  one  pr(Kluc*ed  by  a 
class  memlx*r  can  lx*  iisetl— provid«*d 
the  student's  name  d(x*s  not  ap[)ear 
«>n  it. 

Noa.  3,  3,  and  4.  Many  bulletin 
txrards  serve  to  recoil  or  remind.  Tlu'y 
frequently  involve  ideas  on  which  pri¬ 
mary  emphasis  is  being  placed  at  a 
particular  time.  In  the  cast*  of  Nos. 
2  ami  3,  gixxl  technique  is  being 
einpliasizcfl.  “Check  Your  Techniques” 
is  a  3-1)  creation  in  which  the  figures, 
tables,  and  machines  stand  out  from 
the  bulletin  lioard.  (This  fact  is  not 
obvious  from  the  ;rhotograph.)  No.  4 
is  a  reminder  to  students  of  the  steps 
to  lie  taken  at  the  beginning  and  close 
if  the  ofRce-practic'e  class.  They 
slxiuld  he  encouraged  to  check  with 
the  Ixiard  before  leaving  the  room,  to 
lie  certain  they  have  finished  the 
day's  job. 

No.  S.  Some  bulletin  boards  en¬ 


rich  a  unit.  There  are  many  ixissibil- 
ities  (or  this  use  in  the  office-practice 
class.  Tliis  display  was  made  to  ac¬ 
company  a  unit  on  the  nsr*  of  the 
telephone.  The  instructor  led  a  discus¬ 
sion  of  the  various  resixinses  suggested 
by  this  visual  aid.  Similar  displays 
can  lie  used  for  enrichment. 

No.  6.  This  display  is  one  that  in¬ 
troduces  new  information  to  the  class. 
On  the  day  you  intnxliicr*  new  marks 
of  punctuation  to  lx*  form(*d  by  tin- 
orthcxlox  strokes,  such  a  visual  aid 
will  create  inten  st.  This  one,  in  which 
each  card  descrilx*s  how  to  form  a 
c*ertain  symlxil,  can  also  lx*  used  as 
a  means  of  r»*view  the  next  day. 

No.  7.  I'his  visualization  non- 
marizet  a  stud<*nt's  oral  report  on  a 
research  study  {lescrilx*d  in  a  rec<‘nt 
(leriodical.  It  w'as  used  by  the  student 
during  his  reixirt  as  a  means  of  illus¬ 
tration  and  also  some  time  later  as  a 
review  of  some  of  the  salient  points. 

This  is  not  intended  to  be  a  compre¬ 
hensive  list  of  the  possible  uses  of  the 
bulletin  board.  Displays  may  fulfill 
other  purposes,  such  as  evaluation  of 
stud(*nt  work  or  explanation  of  a  diffi¬ 
cult  point  to  the  class.  Ideas  for  moti¬ 


vating  students  through  the  use  of 
bulletin  boards  are  boundless.  Many 
business  teachers  conduct  short-tenn 
skill-building  cot'tests,  the  results  of 
which  arr*  recorded  on  the  bulletin 
Ixiard.  C;ar  rac*es,  service  rank,  basket¬ 
ball  games-all  arc  ways  of  pictorializ- 
ing  student  gains.  One  of  the  best 
bulletin  boards,  in  terms  of  power  to 
motivate,  that  I've  ever  s«*en  was  used 
in  a  shorthand  class  I  su{X*rvised.  The 
teacher  securtxl  a  snapshot  of  each  of 
the  students.  Then,  after  six  weeks 
of  carefid  accumulation  of  the  he.rt 
work  each  student  could  prmiucc,  she 
put  a  sample  of  that  student’s  work 
on  the  Ixiard,  accompanierl  by  his 
picture.  Every  student  in  that  class 
had  excelled  in  something!  A  1 00- 
per-cent  spelling  test,  a  perfectly 
transcrilied  letter,  a  five-minute  trans¬ 
cription  completed  at  a  high  rate  of 
speed,  a  Cregg  Award  test  that  had 
lieen  passed,  a  note  indicating  that 
Sally  had  read  back  homework  notes 
at  2.50  words  a  minute  on  a  particular 
date— all  these  and  other  phases  of 
the  class  work  were  represented.  I 
shall  never  forget  the  interest  an<l 
(rontiniM*(/  on  page  -38) 
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[TyiT 

iwiMincirnCTiiiHiiM 

An  Advisory  Committee 


BUSINKSSMKN  i«Il  <mrr  th<;  coun¬ 
try  ('xpr<‘««  it  jjreat  deal  of  annoy¬ 
ance  witfi  tJw  type  of  office  worker 
turned  out  hy  hiKli  WuftitM'Ki- 

ediication  departinent)i.  At  Cuinfrer- 
land  V'alley  lliftti  School,  Vlechanicit- 
hurK.  Pi'tiniylvania,  where  I  wa« 
cliairiiiun  of  the  hiixinesk-t'diication 
(h’partinrnt  until  laxt  June,  I  helped  to 
work  out  a  partial  sohititMi  to  thix 
prohlein. 

At  my  re(|uest,  the  chairman  of  tin* 
education  committi<<‘  of  tlxr  IfMal 
ilarriRhiirK  chapter  of  the  National 
Office  Manat^ement  AxMK'iation  »et  up 
an  advitatry  (praip  of  office  managers 
from  Rome  of  the  mitRtandinK  com- 
panieN  in  our  area.  1’he  Kronp  included 
mc’ii  and  women  from  «uch  or)(ani/.4i- 
ticaix  ax  fiell  'I'eleplKHte  (aanpany, 
KaUton  Purina  Oornpany,  the  Depart¬ 
ment  of  Puhlic  ARNixtanie  (State  (Jivil 
ScTvice),  |*'|’p  Mutual  liiNiiratKe  Canii- 
pameK,  Nationwide  ftixuraiue  (!om- 
paiiy.  Medical  AxxcM-iation  of  Pennxyl- 
v.mia  ( filue  Shic'ld),  and  the  Wallace, 
.Mc-Nc'cx,  and  Nurick  law  firm.  All  the 
mc*nil>eni  of  the  Kroup,  when  nxked 
alMiiit  NCTvinK  in  thix  capacity,  a^recMl 
without  hf'iiiit.ition. 

No  "Papor"  Committoo 

'I'he  nc‘xt  step  wax  to  put  the  ndvi- 
Kory  committcM'  to  uxefni  work.  Tcki 
often,  K'caips  of  thix  sort  are  formc'cl 
on  pa|M‘r,  and  that  is  the  c>nd  of  it.  It 
is  KratifyiiiK  to  In‘  ahle  to  tc'll  out- 
siderx  that  you  have  an  acivisetry 
cc>mmittc*c*~hnt  what  is  actually  ac'- 
c'oniplishc'd  if  tlic^re  arc*  no  mutual 
Iwnefits? 

With  the  approval  and  co-o|>eration 
of  the  schcMirx  xui>er\isinK  principal, 
wc>  invited  thix  advisory  committee*  to 
spc‘nd  part  of  one  mcernintt  and  an 
entire  afterncNMi  w'ith  our  husinesx- 
c'ducation  clc*pai1mc>nt.  All  the  inc>m- 
l»eix  accepted. 

After  a  clc*leuation  had  greeted  the 
Uroup  at  the  kcIicmiI,  we  S4*t  out  on  a 
UiiiclecI  tour  of  the*  hiiildiiiK,  of  the 
newc'st  and  IarK(*st  in  the  area.  Ad¬ 
vance  publicity  had  Ireen  arratiKed, 
and  a  photographer  wax  on  hand  to 
take  picliirex.  (Both  NOMA  and  our 
schcMil  received  favorable  publicitv 
from  this  csMiference.)  .At  noon,  the 
cuminitter  meinliers  were  the  schcKrl’s 
giiestx  at  lunch,  wliere  they  were  able 
to  talk  with  ti*achc‘rs  frcmi  the  other 
departmcMits  in  our  xcIicm)!. 


Links 

School 

and 

Business 

JERRE  E.  GRATZ 

Stu|4^»eftsb(jfg  (Pennsylvania) 

State  Teachers  (  jjllege 

After  lunch,  we  held  a  round-table 
confi‘rc*nce,  at  which  tc'ac.'hers  in  our 
cicpai1mc*nt  took  turns  in  cic*scribing 
just  what  they  wc*rc*  doing  to  prc*pare 
stnclc'iits  in  stenergraphy,  i)CM>kkc‘f*ping, 
basic*  biisinc'ss,  and  office*  practice. 
Aftc*r  c*ach  of  tficsc*  discussions,  the 
busini‘ssmc*n  would  a.sk  cpic‘stions  or 
critic'ize  our  program  const ruc:tive. 

Here  is  a  summary  of  the  conclu¬ 
sions  rc*achc*cl  during  the  conferemee; 

•  The  business  i>c*ople  fc*lt  that 
s|)c‘c*ci  in  taking  dictation,  in  typing, 
and  in  transcri|)tion  sboulcl  not  la* 
o\<*remphasi/<*d.  .As  a  rule,  they  .said, 
a  lM*ginning  w'orkc-r  is  not  plact'd  on  a 
job  that  iec|uirc*s  him  to  take*  dicta¬ 
tion  and  transcrila*  at  a  high  rate  of 
spc‘c*d.  'flic*  office*  managers  would  Im* 
willing  to  accc*pt  a  iM'ginning  ernployc*e 
who  had  an  iindcrstanding  of  gcaal 
sc*ntc*nc-c*  structure*,  was  accustomed  to 
looking  up  words  in  the*  dictionary, 
and  could  make*  nc*at  c*ra.surc*s. 

•  ,Anothc*r  |>oint  brought  out  was 
the*  devc’lopmc'iit  of  high  ]>c‘rsonal 
standards.  In  this  catc*gory  the  com- 
mittc'c*  inchidc*d  nc*atrcess,  gocKl  grcNim- 
ing,  initiative*,  and  the*  prieic  enu*  takc*s 
in  his  weirk. 

•  The  business  pe*e)ple*  alse>  urge*el 
training  in  tbe*  planning  of  time  anel 
werrk.  Tex)  muc*h  vs'astc*el  time  allerws 
weirk  to  accumulate  anef  disrupts 
sc-hedules  eif  iric'eiming  nc*w  w'ork.  In 
particular,  the  csimmittc'e  stressed  the 
inability  of  many  employe*es  tei  feilleiw 
sp<*c*ific  diri'ctions  eir  tei  complete 
weirk  c'orrc'ctly.  Perhaps  students 
sheiuld  lie  enceiurageel  to  seilve  prob- 
le*ms  ein  the‘ir  eiwn 

•  The  ceimrnittee  mc*mbers  sug- 
gc*stc‘el  that  einr  scheieil  offe*r  twei  full 


yt*ars  of  iKxikkc'cping.  VA’e  were  eiffer- 
ing  einly  einc*  full  year.  ( Hecent  studies 
show  that  th€*re*  is  a  trend  in  the 
sec*onelary  schexils  teiwards  eiHering 
only  einc*  year.)  The  committcje  felt 
tfiat,  with  the  advent  eif  the  elec-tronic 
age*,  it  is  impeirtant  to  kneiw  where 
lxKikkc*eping  figure's  come  freim. 

•  Most  eif  the*  biisinesi  pcxiple 
agre'ed  (hat  our  business  students 
sheiuld  have  a  fairly  ceimple*te*  kneiw- 
le*elge  eif  a  variety  of  eiffice  machiiics, 
with  e*mphasis  em  reitary  c-alculators 
and  printing  calculateirs. 

The  meist  important  thing  that  we 
gathere*el  from  this  c'onferenc-e  was 
that  busine'ss  te*ache*rs  may  be  .stressing 
s[)e*c*d  in  their  stc'neigraphic  courses  at 
the  expense*  eif  ac'curacy  anel  the  devel- 
eiprnent  eif  high  pc'rseinal  standarels. 
.Neit  that  spe*e*d  vernus  accuracy  is  an 
“either-eir"  situatiein;  businessme*n  may 
pre'fer  high  accuracy  even  theiugh  it 
means  le*ss  spe*e*d — but  it  is  peissible,  eif 
course*,  tei  attain  high  stanelarels  in 
Ixith. 

Folleiwing  eiiir  roiinel-table  eliscus- 
siein,  the  adviseiry  greiup  spe*nt  the 
next  heiur  with  eiiir  F'uture  Business 
I.eaele*rs  of  America  Club.  The  Club 
memlie*rs  asked  the  committeH*  such 
|V*rtine*nt  e{ue*stieins  as:  What  are  1h*- 
ginning  job  salaries  with  the  varieiiis 
e  iimpanie*s?  VA^iat  policies  dei  the*  firms 
follow  in  regarel  tei  upgrading  within 
the*  company?  VV'hat  are  the  job  peis- 
sibilitie*s  in  eiur  are*a?  How  efeies  our 
busine*ss-e*due‘a(iein  elepartment  com¬ 
pare*  with  other  high  schexil  business- 
e*eiue-atiein  ele*partinents?  Tlie  commit- 
te*e  memliers  gave  sp<*e  ific  answers. 

Efforts  Worth  Whilo 

We  fe*lt  that  this  tne<*ting  helped  our 
schexil  to  establish  a  brielgebead  lead¬ 
ing  to  c1eise*r  e*ei-eiperatiein  lietwe*en 
busine*ss  r*ducation  and  the  business 
weirld.  We  were  fre*e  tei  call  on  the 
e‘eimmitte*<*  memliers  at  any  time  for 
aelvic’e,  anel  we  reteive*d  applicatiein 
blanks  anel  either  business  forms  from 
tfie  me*mliers'  c'ompanies  fejr  use  in 
eiur  office-practice  and  bexikkeeping 
clas.ses. 

VA'e  planne*d  to  have  these  half-day 
get-teigethers  once  a  year,  in  the  hope 
that  we  could  come  cleiser  and  e^lexier 
to  fulfilling  busini*ssmen*s  expectations 
of  lieginning  employees.  In  any  at- 
te*mpt  to  ac'CYirnpIish  this,  th»e  advisors 
committee*  is  a  must! 
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Students  ojM'uite  dirtatUm  cqidpwnit  that  thnj  mtiij  encounter  in  an  office. 


Why  Not 


The  equipment  in  our  biisincks 
dcptirtmeiit  confistt-d  of  35 
writer!  (one  of  which  wa*  c'Icciric), 
one  I>icta|)hone,  and  (»ne  stencil  du¬ 
plicator,  We  didn't  want  our  students 
to  enter  the  business  world  lacking 
any  acquaintance  at  all  with  many 
machines  that  are  c-ommon  in  mcKiern 
economy-  and  elfieieiM.‘y-mind(‘d  ol- 
fices.  We  decided  that  a  business- 
machines  show  would  go  a  long  way 
toward  solving  our  problem. 

After  obtaining  approval  from  the 
priiK'ipal  and  the  supervisor  of  busi¬ 
ness  education,  we  wrote  letters  to 
18  leading  business-machine  manu¬ 
facturers  and  office-supply  companies 
who  have  offices  in  our  area,  request¬ 
ing  their  participation  in  the  show. 
This  letter  is  typical  of  the  kind  we 
sent: 

( Dale ) 

M.irdiaiil  ('aleulators.  Ire. 

I  Pi2  Spiiiig  Slns'l,  N.  W. 

Alluiila,  (Georgia 

Atleiition:  Kdutalioii  Depurtiueiit 
(M'nlleiiieii: 

‘Hie  (kHiitiiereial  of  South 

Kuiton  High  .Si'hool  is  planning  a  Husi- 
n«*st  Slmw  witli  the  tlasne:  "(iareers  in 
Hiisiness,"  for  May  It,  1957.  Htisiiit-ss 
Irueliert.  business  managers,  and  fatuity 
iiieniliers,  as  well  as  students,  will  la* 
present.  As  one  of  tlie  leutiing  business 


firms  in  tlie  nation- and  knowing  your 
profound  intertrst  in  developing  business 
(  omiietenee  in  high  scIkkiI  Ixiys  and  girls 
—we  sluiuld  like  very  iniieh  for  you  to 
participate  in  this  esent. 

'I'his  iltow  is  to  take  plate  in  our 
“Kyninatorium'*  at  10. (Mi  a.m.,  and  a  dis¬ 
play  of  your  etpiipment,  supplies,  and 
otlier  services,  along  witli  your  reisreseii- 
tative,  will  lie  greatly  appreciated. 

W  e  are  alrc.idy  aware  of  ytnir  con¬ 
tributions  in  tlie  iield  of  business  txiuca- 
tion,  and  we  feel  sure  that  your  bilping 
IIS  at  this  time  will  meet  a  great  ne>?d  for 
providing  information  concerning  tfa?  lat¬ 
est  devekipments  in  business  opptirtu- 
nilies,  gootls,  and  services. 

M.iy  we  hear  from  you  soon. 

Very  truly  yours, 

(.Mrs.)  Sara  F.  Starr,  Chairuian 

Departimoit  of  BusiiH*ss  Education 

The  r(‘S|)oii!Mr  was  excellent,  and 
writing  the  letters  was  gcMnl  practice 
for  our  typing  students. 

(Why  not  choose  some  firms  with 
branch  offices  in  or  near  your  city  and 
include  them  in  u  show?  Companies 
are  usually  very  glad  to  display  their 
(Hpiipment,  so  don't  hesitate  to  ask 
them!) 

With  an  emphatic  “Yes!'*  from  the 
('ompanies,  we  immediately  sent  du¬ 
plicated  invitations  to  other  high 
schcMils,  colleges,  business  schtKils,  in¬ 
dustries,  neighborhood  busines.scs,  sec¬ 


retaries  associations,  general  office 
workers,  and  other  interested  groups. 
Again,  addressing  envelopes,  alpha- 
iM'ti/.ing,  and  typing  siK-cial  invitations 
gave  typing  students  valuable  exiM'ri- 
ence. 

As  a  s|K’cial  feature  of  the  show, 
we  arranged  a  ty|X‘writing  contest, 
with  all  the  high  scIkmiIs  and  busi¬ 
ness  colleges  in  the  area  participating. 
High  scfiiMils  were  also  asked  to  send 
exhibits  for  display. 

The  show  tcxik  placi*  in  the  gyinna- 
toriiim  from  1():(M)  a.m.  until  noon. 
(We  are  convincrtl  that  a  longer 
iseriod  is  preferable.)  Each  firm  was 
assigiK-d  a  section  for  demonstration 
of  its  machines,  office  furniture,  or 
filing  equipment.  The  students  sat  on 
bleachers  around  the  wall.  The  stage 
featured  typewriting  contestants  seat¬ 
ed  at  their  typ<?writers. 

'I'he  program  went  as  follows: 

1.  Devotions 

2.  Tyix-writing  contest 

3.  Introduction  of  company  represent¬ 
atives 

4.  Awarding  of  contest  prizes 
.5.  Olrservation  period 

During  the  olrservation  period,  stu¬ 
dents,  faculty,  and  guests  were  shown 
new  and  improved  operational  tech- 
nicpies  in  modmi  business  machines, 
as  well  as  new  supplies  and  office 
furniture.  Illustrative  pamphlets  and 
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If  your  department  lacks  equipment^  here's  a  ftood  way  to  acquaint  students 
with  machines.  Even  if  you  havti  equipment,  a  show  like  this  is  worth  while 


Have  a  Business-Machines  Show? 


CARRIE  L.  CLEMENTS,  South  FJ  ton  HiKh  Srhnol.  E^' t  Point  r.eofgia 


r  I  - 


Right:  A  view  of  the  floor  while  the 
thow  wax  in 


sainpit's  r)f  tlx*  rrsiilts  of  various 
pnKt*SNfs  wiT<'  (iistribiited.  Students 
i»|Mrrut(‘d  tnuiiy  of  the  inuehines  and 
had  fun  doin){  freeltand  sketches  to 
Im*  list'd  on  t)ie  duplicating  ecpiip- 
rnent. 

After  the  show,  students  pointed 
out  that  they  had  ^ained  these  values 
from  the  ex|M-rience: 

•  Students  were  ahle  to  see  and 
o|)erate  machines  that  they  will  use 
in  offices  hot  that  are  not  included 
in  our  scIkkiI  ('(piipment.  The  show, 
therefore,  st'rs’ed  as  a  kind  of  minia¬ 
ture  on-the-joh  training  program. 

•  Students  gained  valuahie  expi'rl- 
ence  In  letter  writing,  preparing  tlx 
programs,  addressing  envelop<*s— actu¬ 
ally  using,  in  a  real-life  situation,  the 
skills  they  had  learned. 

•  Students  gained  ex|M*rience  in 
sharing  in  the  planning  of  an  activity 
that  will  Ik*  of  value  in  an  offici*  or 
sT'IxMil  situation.  A  few  of  the  students 
were  ix'rceptive  enough  to  realize  that 
engaging  in  a  co-operative  enterprisi* 
with  older,  more  exjierienced  pr'oph , 
might  lead  to  an  easier  adjustment  to 
their  su|X'riurs  in  an  on-the-joh  situ¬ 
ation. 


SEFIKMBER,  19.57 


Not*:  Thlt  ariicU;  it  itttemled  prinuirily  ftn  tencherii  pemnml  betu^fU  rather 
lluiti  fitr  ifvitruciUnial  puquttet,  although  nmie  teachers  vuty  he  able  to  tumunttU 
the  abstai  les  that  inhibit  cUusrtHmi  use  of  the  meihml  deHcrilted  here. 

The  author,  who  retired  for  reasims  of  physitMl  disability  after  twenty  years  of 
teachitifi,  it  tww  an  education  consultant  and  private  tutor.  She  says,  “ThLf  article 
is  autobionraphical;  it  it  tuH  fictUm.  I  learned  to  arid  twenty  years  after  I  was 
Hraduated  from  hitih  school.  In  school  I  didn’t  Ifarii— /  rn(*niorized." 


Chuck  was  kkaching  for  tiw* 

plioiR'  wlieri  1  laid  the  two  col- 
iiiiiiiK  of  fiKort'K — ticket  wtleii  for  the 
chih  dunce — liefore  him. 


Reds 

Bluet 

■  " 

"  78 

78 

84 

82 

97 

SU 

«W 

36 

S8 

4.7 

71 

64 

He  t{lunced  at  the  Hfliire^t,  lifted  the 
phoiH*  from  it*  cradle,  and  a«  he  dialed 
a  immiM'r  unnoimced,  “KihIs— 457. 
Hhie»-.'Wt4.  I'otul — 821.  H<*<1*  won  by 
9.'1  .  .  .  Hello,  Put.  Jack  at  home?" 

1  rummaged  through  the  thU's  and 
thut‘ii  ill  my  puriie,  came  up  with  a 
|)eucil,  and  atarteil  uddmg:  8  and  4  are 
12,  12  and  U  .  .  .  .  (Ai  yiHi  can  aee,  I 
waa  already  tm  my  way  to  tlie  wrong 
uiiawer.)  I  rummaged  again,  came  up 

12 

with  a  atTutch  pad,  and  wrote  9.  Let  a 
aee  ...  2  and  9,  11  —  1  and  1  to  carry  , 
I  and  1,  2;  12  and  9,  21;  21  and  8, 
29;  29  and  1,  ‘K),  Write  down  U  and 
c*arry  the  3  .  ,  ,  ” 

Hy  that  time  (^hiick  waa  Ituiigiug  up 
tlie  receiver,  and  I  gave  up.  No  need  to 
verify  Chuck  a  unawera.  He  waa  alwaya 


rigid— 1  knew  that  from  exjx'ritnKi?. 

‘'(Jliuck,”  1  aaid  with  a  aigli,  “how  do 
you  do  it — make  like  an  adding  ma¬ 
chine,  I  mean?  When  we  were  in  the 
third  grade  together  .  .  .  .” 

llie  big  redhead  grinned  and  fin- 
iahed  for  me,  “.  .  .  1  got  F^'a  and  you 
got  A'a  in  arithmetic.  That  waa  Im*- 
cauae  you  hud  a  memory  and  could 
rememlM-r  unawera.  1  didn’t  have  a 
memory,  and  the  teacher  wouldn’t 
give  me  time  to  c'oimt,  ao  I  got  F”a. 
lint  after  I  got  out  of  acluN)!,  1  leunietl 
that  tliere  are  only  two  thinga  we  cun 
do  with  bunchea  of  thinga — take  them 
apart  and  put  them  together.  I  liegun 
'thinking'  bunchea  of  thinga  -groupa- 
together  and  apart.  Well,  uhnoat  lie- 
fore  I  knew  it,  I  didn’t  have  to  reniem- 
Iter — I  jiiat  ktu’W.” 

“M-m-m,’*  I  gnmteil.  'Teach  me  in 
ten  eaay  leaaona,  huh?” 

“111  do  lirtter  than  that.  I'll  teach 
you  in  three.” 

And,  lielieve  it  or  not,  he  dkl.  No 
longer  do  I  have  to  rummage  through 
the  hodgeiMKlge  of  thia’a  and  that’a  in 
my  purae  for  a  pt-ncil  and  a  acTup  of 
puller  when  I  want  to  put  a  couple  of 
numlx'ra  together  or  take  tliem  apart. 
Today  1  “make  like  an  adding  ma¬ 


chine”  t(N);  and  (^hiick  really  did  teach 
me  in  juat  three  eaay  leaaona— with 
conaideruble  practice  in  lietween,  of 
coiirae.  Anylaidy  else  like  to  free  him¬ 
self  from  slavery  to  {lencil  and  papc'r? 
Here  are  the  thre<*  easy  lessons. 

L«ftfton  1 1 

L«arn  to  Know  TEN 

Do  you  know  ten?  1  thought  1  did, 
but  ('buck  proved  I  didn’t.  Couhl  1 
name,  in  two  seconds,  the  figures  left 
out  in  these  combinations? 

2  7  4  »  S 

4*  +  +  -f-  + 

10  10  10  10  10 

S  1  5  0 

1  4  4  4 

10  10  10  10 

(Jiuck  timed  me  with  a  stop  watch. 
1  tiNik  seven  seconds  and  made  two 
corrections. 

“Stop  trying  to  rememlier,”  (^huck 
advist'd  me.  “Kememliering  isn’t  know¬ 
ing.  Learn  to  know  groups — to  rectig- 
nize  niimliers  in  groups  that  make  ten, 
in  split-second  exposures.  F'ind  a  Idd  to 
play  jacks  with— excellent  practice  in 
instuntanemis  group  recognition.” 

1  IxMight  a  ball  and  ten  jacks,  and 
found  a  ten-year-old  tieiglibor  to  play 
jacks  with.  Tlut‘e  aftenicMins  of  after- 
school  games-with  extra  practice  by 
myself  while  she  was  in  school — and  I 
liecame  expert  at  aet‘ing  groups  not 
only  of  twos  and  thret's,  but  also  of 
fours,  and  so  on,  up  to  tens.  Soon  I 
could  beat  her  one  game  out  of  thret*. 
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GLADYS  RISDIN 


flmm 
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Th<*ii  1  tried  the  first  test  aKuin.  This 
time  I  Have  all  the  answers  in  two 
S4‘eonds.  (,'hnck  Have  me  the  sr'cnnd 
test: 

L(M)k  for  t(*ns  and  add  in  thirty 
seeonds: 

abede  f  xh 

H  7  5  7  «  a  5  4 

2  a  5  2  I  S  4  a 

3  2  4  1  1  2  4  7 

a  a  5  8  7  9  1  6 

Ifi  .  .  .  15  .  .  .  19.  just  a  Hlii»<^'<'  <»>d 
I  saw  10  and  6,  10  and  5,  10  and  9, 
resp<‘etively,  in  the  first  three  cohmms. 

18  ...  17  ...  19.  1  was  seeiiiH  7,  2, 
and  1;  8,  1,  and  1;  5,  5,  and  2  as  tens 
as  readily  as  1  had  seen  7  and  3,  8  and 
2,  and  5  and  5,  respectively,  in  the  first 
three  columns. 

14  .  .  .  20.  I  saw  4  and  10  in  n,  10 
and  10  in  h.  Even  the  act  of  skippitiH 
over  nnmirers  tt>  see  the  ten  wasn’t 
stoppitiH  me.  I  had  all  the  answers  in 
twenty-elKht  seconds.  I  was  ready  for 
the  sfHMHid  lesson. 

L*»fton  2:  L*arn 
to  Rogroup  into  Tons  and  Onos 

8  8  8 

_7_^j4  5  and  10,  4  and  10,  2  and 

10.  In  each  case,  I  was  mentally  mov- 
inn  enonnh  from  the  sectmd  "Hronp’* 
to  make  the  8  into  10.  5  and  10  cc  ]5; 
4  and  10  =  14;  2  and  10  =  12. 

Clhnck  had  spent  five  minutes  with 
me,  reHTOuping  checkers.  He  had  ar¬ 
ranged  the  groups  variously  and  liad 
instructed  me  to  move  enough  from 
the  second  grosip  to  make  ten.  Know¬ 


ing  len  as  1  then  did,  1  cmild  take  it 
from  there:  9  and  7  .  .  .  change  to  ft 
and  10,  16;  7  and  7  .  .  .  change  to  4 
and  10,  14;  and  so  forth.  In  ten  min¬ 
utes,  I  was  bypassing  checkers — think¬ 
ing  in  nnmliers  without  objects. 

Three  days  later,  I  tried  the  te.st  be¬ 
low  and  failed  by  ten  seesmds.  ((’buck 
allowed  me  thirty  seconds.)  One  wwk 
later,  1  tried  it  again  and  b(‘at  the  clock 
by  two  seconds. 

(a)  (b)  (c)  (d)  (e)  (f;-(g) 


(a)  2  tens  and  2,  22.  At  first  glaiue, 

1  "thought”  the  2  out  of  the  7,  leaving 

2  tens. 

(h)  2  lens  and  7,  27.  I  put  1  from 
the  8  with  the  9. 

(c)  2  tens  and  3,  23.  I  us4‘d  the  6  to 
make  tens  out  of  the  7’s. 

(d)  15  and  13,  28.  I  made  5  and  10 
of  the  8  and  7;  3  and  10  of  the  4  and  9. 

(e)  4  and  7  into  10  and  1;  5  and  6 
into  10  and  I.  Two  tens  and  2,  22. 

(/)  16  and  12,  28.  I  combined  8  and 
8,  and  9  and  3. 

(li)  I2and8,  20;20and7,  27. 

I  had  no  fixerl  way  of  combining 
the  nnml>ers— I  just  liHiked  an<l  saw 
what  I  .saw.  After  doing  those  seven 
tuhiinns  in  twenty-eight  seconds,  I 
trierl  adding  them  from  the  top  down 
as  I  had  lieen  taught  in  schrml.  Time: 
one  hnndre^ipid  twenty-six  seconds. 

Losfton  3t  Loam 

to  Think  in  Oroupi  of  Tons 

(.'huck  tossed  a  bunch  of  dimes  on 
the  table,  covered  them  instantly. 
"How  many?" 

"Six,”  I  thought  to  myself,  calling 
up  the  mental  image  of  the  dimes  he 
had  briefly  exposed.  "Six;  sixty.” 

‘"r<x)  slow,”  he  said.  "Practic’e  until 
y(Mi  can  see  ‘sixty’  simultaneously  with 
seeing  the  six  dimes." 

I  practiced;  one  group  first,  then 
two  or  more  groups.  When  I  could 
recognize  "140"  simultaneously  with 
the  exposure  of  6  dimes  and  8  dimes, 
1  started  practice  on  the  study  pages 
('buck  had  prepared  for  me. 

60  and  80.  20  from  the  60  to  the  80 
to  make  HK);  14f). 

70  and  90.  10  from  the  70  to  the  9f) 
to  make  100;  160.  And  so  forth. 

67  and  88,  140  and  15;  155. 

38  and  79.  1(K»  and  17;  117. 

45  and  76.  110  and  II;  121. 

After  two  weeks  of  practice  bi 


thinking  tens  ( instead  of  seeing  figurt's 
(Mt  paper  or  behind  closed  eyes,  adding 
"8  and  7  are  15,"  and  writing  the  5 
and  carrying  the  1 )  1  t<H>k  the  third 
test  ('buck  hud  devised: 


(a)  (b)  (c) 


(a)  420  and  37,  457.  I  hxiked  at  the 
tens  and  saw  two  I5's  and  a  12,  42 
tens— 420.  I  IcMiked  at  the  ones  and 
saw  25  ( I  and  8,  9  anil  7 )  and  1 2 
(4  and  8)— 37. 

(h)  330  and  34,  •364.  Teiu:  70  and 
80  and  .50 — 200;  and  60  and  40  and 
•30—130.  Ones;  25  (8  and  2.  9  and  6) 
and  9  (.5  and  4)— 34. 

(c)  .350  and  .37-387.  Tens:  120  (30 
and  .50  and  40)  and  2.30  (two  70's  and 
90).  Ones;  18  (9  and  9)  and  19  ( 1 1 
and  8)— .37. 

C'huck  was  holding  the  stop  watch. 
“Three  seconds."  ( For  a. )  “Three  sec¬ 
onds."  (For  h.)  "Four  seconds."  (For 

c.) 

"Keep  on  practicing,"  he  said  with 
a  grin.  "You 31  get  so  you  can  really 
add  fast." 

THE  EM) 

F.  S.  I  ho|>e  none  of  iny  elementary- 
Hch(X)l  teachers  will  read  this.  They 
worked  so  hard  to  teach  me  alwaya 
to  l>egin  with  the  ones  and  add  up, 
then  add  down  as  a  check;  to  write 
down  tlu'  right-hand  figure  and  carry 
the  l«‘ft-hand  figure.  It  would  really 
be  disi-ouraging  to  them  to  see  nrte 
adding  now — just  l<x>king  and  seeing, 
not  even  hxiking  from  the  top  dfiwn 
or  from  the  Ixittom  up, 

I  tried  Ohuck’s  metluxl  with  a  ten- 
year -old  neighlxir  who  was  getting  F’s 
in  sch(X)l  arithmetic.  He  knows  ten 
now  and  is  doing  very  well  with  the 
harder  additbm  facts.  ‘T  and  8,  that’s 
5  and  10—1.5  .  .  .  Just  think,  2  frmn 
the  7  over  to  the  8  to  make  it  a  10. 
Cee,  this  is  fun.  1  used  to  have  to 
count  and  I  kept  making  mistakes 
and  Teacher  was  always  hollering  at 
me  ’cause  1  didn’t  get  my  problems 
drme  quick.  Now  I  get  tliem  done 
(piicker  than  rmxrt  of  the  kids— and 
I  don't  make  mistakes,  hardly  ever. 
I  dmi't  have  to  remeinl>er  or  (xxint 
any  nrxire  to  get  answers.  Now  1  can 
think  answers.  I  can  think  tliem  fast, 
tfx>  ,  .  .  like  a  thunderhird " 
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CRASH/NG  THE 


Anyone  who  does  much  business  or  personal  writing 
needs  shorthand.  It's  time  we  prepared  for . . . 


Ai  BAiER 


FRANCOIS  PASQUALINI 


Notet  The  author  it,  in  hit  own 
wordt,  “a  French  free-lance  writer 
and  hilitiffu/il  ihorthand  reporter 
whose  hohhy  it  the  American  Ian- 
Uuatte.*' 

HAVK  you  EVEK  watched  a 
frantic  group  of  telf-ityled  “ef* 
Huient”  executives  scribble  desperately 
away  during  a  lx>ard  meeting,  trying 
to  put  down  in  shaky  longhand  the 
essence  of  what  is  being  said?  It  is  a 
s|>ectacle  that  fills  me  with  pity  and 
at  the  same  time  puzzles  me.  flow  can 
these  men,  who  are  supposed  to  l)e  the 
cream  of  the  efiiciency  crop,  persist 
in  getting  by  with  such  a  cuml)ersome 
writing  system  as  longhand? 

'Ffie  answer  seems  to  lie  in  the 
fact  that  very  few  |)eop|e  realize  the 
tremendous  |)otentialities  of  slHM'thiind 
for  anyone  whose  business  or  personal 
ac-tivities  involve  any  considerable 
amount  of  writing. 

People  in  nonstenographic  occ*u- 
putions  take  shorthand  for  granted  as 
the  stenographer's  tool,  and  they  can* 
nut  see  why  they  should  go  to  the 
trouble  of  learning  an  additional  skill 
for  which  they  think  they  have  no 
use  in  their  particular  field. 

Like  the  horse>and-buggy  diehards 
several  decades  ago  who  refused  to 
acknowledge  the  automobile,  they 
stubiMinily  resist  the  Speer!  Age.  At 
any  rate,  they  are  reluctant  to  rec¬ 
ognize  the  fai;t  that  the  Speed  Age 
should  now  Imi  extended  to  the  field 
of  handwriting.  And  yet,  the  short- 
crimings  of  longhand  bet'ome  more 
obvious  es’ery  day. 

•  Progress  keeps  swelling  the  con¬ 
tents  of  college  courses,  thereby  in- 
(Teasing  the  student's  burden  of  taking 
notes.  The  old  complaint,  “I  wish  I 
(x)uld  take  down  everything  the  pro¬ 
fessor  says,  but  I  can't  write  fast 
enough.''  is  gaining  alarming  fre- 
ipierM'y  on  the  campus. 

:Ui 


•  Bu.sinessmen  hastily  scribble  il¬ 
legible  signs  and  untranslatable  ab¬ 
breviations  on  their  pads  while  they 
listen  on  the  telephone. 

•  Newspaper  reporters  in  incredibly 
large  numl)ers  rely  on  brief  longhand 
notes  and  a  trusted— but  not  infallible 
-memory  for  story  material. 

•  Housewives  keep  forgetting  items 
on  their  shopping  lists  because  the 
painstaking  act  of  writing  them  down 
in  longliand  always  manages  to  crowd 
a  few  articles  out  of  mind. 

•  Similarly,  many  a  literary  work¬ 
er's  bright  ideas  have  vanished  out 
of  reach  for  lack  of  speed  in  pinning 
them  down  on  paper. 

A  Sad  Wait* 

Millions  of  |)eople  in  all  walks  of 
life  feel  the  need  for  a  harxly  solution 
to  their  writing  problems,  but  few 
SM‘em  to  take  any  stej)  in  the  direction 
«»f  the  only  effective  cure  for  this  situa¬ 
tion.  Tims  sfM>rthand,  John  Q.  Shnlcrti- 
mun's  indisiiensable  remerly  for  inade- 
<piate  writing  sp4‘<Hl,  remains  practical¬ 
ly  untouchi'd  by  busy  men  and  women 
who  could  use  it  to  save  im|Mirtant 
amounts  of  time  and  money. 

Surprisingly  enough,  widespread 
ignorance  al)«mt  the  nature  and  <{ual- 
ities  of  shorthand  is  found  in  all 
echelons  of  the  s<K'ial  and  occupa¬ 
tional  laddi'r.  One  example  is  the 
rugged  sailor  who,  after  watching  me 
go  through  a  series  of  .shorthand  speed 
drills,  exclaimed  a<lmiringly,  “So  this 
is  that  algebra  I’ve  heard  so  much 
alxMit!''  Another  statement  came  from 
a  thoroughly  educated  pcTson  wlm  said 
this  alnnit  newspapermen: 

“Few  rejxirters  employ  shorthand. 
Most  of  them  contend  that  it  is  a 
nuisance  rather  than  an  asset,  Irecairst* 
it  deflfH'ts  attention  from  high  lights 
to  minute  details  and  results  in  la¬ 
bored  transcription  of  pothooks  at  a 
time  when  writing  specrl  counts.  They 


prefer,  instead,  their  own  abbreviated 
(|uotations.’’ 

Though  th<'  sailor’s  remark  can  h<* 
dismis!M‘d  as  a  natural  if  hilarious 
c-onsenuence  of  his  lack  of  education, 
the  other  statement  remains  a  typical 
illustration  of  the  irrational  attitude 
displayed  by  many  writers  toward 
shorthand.  It  is  a  fact  that  many 
ii<rwspa|)ermen  do  not  u«.*  shorthand. 
But  I  have  inv<-stigated  the  matter 
at  length  and  found  that  most  re- 
pr)rters  never  learned  shorthand  In 
the  first  place.  Their  attitude  can  lie 
compared  with  the  prejudiced  opinion 
of  the  man  who  insists  that  a  certain 
type  of  foreign  ftKKi  is  no  giMul 
liecause  a  friend  of  his  was  “over 
there“  last  summer,  tasted  some,  and 
didn't  hke  it. 

Any  suct'cssful  user  of  shorthand 
can  s|)ot  at  least  four  fallacies  in  the 
statement  In  question.  First,  employing 
shorthand  d(K*s  not  automatically  com¬ 
pel  the  reporter  to  take  rverythina 
down.  He  can  freely  concentrate  on 
the  suggestr^l  "high  lights"  and  take 
them  down  in  shoithaiul,  instead  of 
the  minute  dt'tails.  And,  since  the  use 
of  shorthand  leaves  him  ample  time 
t«)  note  the  details  as  well,  he  can 
add  them  in  if  he  w'aiits  to,  either  in 
parentlieses  to  show  their  minor  im- 
IMirtani-e,  or  in  a  special  column  to 
the  right  of  the  maiti data  section 
(»f  his  notel>ook  page.  Tln're  is  a 
French  saying,  " Ahorulance  de  hien  nc 
nuit  jMt“  (Abundance  of  giKKl  things 
d<M‘s  no  harm),  and  infonnation  is 
ci'iiainly  a  “gexxl  thing"  to  a  con¬ 
scientious  newspapr'rman.  If  he  has 
too  much  of  it,  he  can  always  leave 
some  out;  but  if  he  hasn’t  enough,  he 
can’t  go  back  and  pick  up  some  more. 
And  he  stands  a  gixx!  cliance  of 
being  fired  if  he  delil>erately  invents 
any  of  the  missing  copy  links. 

Secxind,  the  phrasr*  "lalrored  tran- 
scriptU)!!  of  poth<K)k.s  at  a  time  when 
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writing  »p«t*d  cmints”  undoubtedly 
reveals  a  total  lack  of  familiarity 
with  the  scientific  quality  and  the 
skilled  practice  of  stenography.  It  is 
much  easier  to  read  smooth,  leisurely 
written  shorthand  than  to  decipher 
messy  lungliand  scribbled  at  high  but 
miserably  inadequate  S|)eed  under 


pressure. 

Third,  the  contemptuous  term  “pot¬ 
hooks"  constitutes  further  proof  that 
the  statement  is  bast'd  on  the  opinion 
of  people  who  never  studied  short¬ 
hand.  Aciiially,  you  rarely  hear  anyone 
in  the  stenographic  occupations  refer 
to  the  characters  he  produces  as  “pot- 
hcKiks,"  just  as  a  criminal  lawyer  does 
in)t  refer  to  his  clients  as  "luMKlIiims.” 

Paradoxical  Proof 

Fourth,  the  rt'velation  that  re|)ort- 
ers  "prefer  their  «)wn  abbreviatetl 
quotations"  is  utterly  paradoxical.  In¬ 
stead  of  clinching  the  alleged  worth¬ 
lessness  of  shorthand,  it  shows  in 
vivid  light  the  rejKirter’s  desperate 
nee<l  for  an  abbreviating  device  ami 
his  |)oor,  makt'shift,  unscientific  solu¬ 
tion  of  the  problem. 

Wlien  journalists  fail  to  m<*et  their 
most  vital  re<|uirement -writing  speed 
and  accuracy— with  the  only  obvious 
c-oiirse  of  action,  it  may  seem  a  little 
quixotic  to  Im'  furiously  charging  at 
the  longhand  windmills.  In  this  age 
of  increasing  spee<l,  however,  short¬ 
hand  is  Ixxiiid  to  win,  for  it  has  what 
it  takes.  lainghand,  on  the  other  haixl, 
is  a  fossil  kept  miraculously  alive  by 
s<'veral  generations  of  routine-enslaved 
men.  Hut  it  cannot  last  eternally  in  an 
I’ver-faster  civili/ation  like  ours.  If  it 
thx'S,  its  preservation  will  lx*  the  result 
of  a  decision  that  is  sentimental,  not 
rational. 

A  N«w  Crusad* 

"Selling”  shorthand  to  laymen  and 
women  w'ho  are  so  ignorant  alxmt  the 
subject  they  think  it  is  some  kind  of 
foreign  language  will  probably  take 
a  long  time.  Hut  it  can  lx*  done.  We, 
the  pc’ople  who  know  hou  useful,  how 
practical,  how  time-  and  effort-saving 
it  is,  can  do  it.  We've  heard  a  lot 
about  "gcxxl  will  ambassadors"  and 
the  wrrnderfiil  job  they’ve  d«me.  We 
can  do  a  similar  job  by  Ix-eoming 
enthusia.stic  shorthand  criisadrTS.  Per- 
srmally,  I, have  already  talked  a  rlo/en 
people  into  learning  shorthand,  and 
every  time  I  m^'et  one  of  them,  he 
never  stops  thanking  me  for  it.  And, 
what’s  more,  they’ve  liecome  short¬ 
hand  missionaries  themsc'lves. 
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Authors  Not>;:  This  $erifs  of  lottors  h  fxvnut  lariiely  on  firohlornt  MUHUtMlotl  ai 
a  sestion  altendrd  hy  oeer  four  hiitulretl  jeere/ririer  at  a  iarretarial 

itutUuto.  The  prohlenu  prenented  are  not  deep  otwM  and  the  tolulhtns  are  not 
always  realLstie,  sinee  one  of  tlw  prituiples  of  hrainstortuiuu  i«  tluit  the  more 
solutifins  one  gets  anti  the  uilder  they  are,  the  hetter. 

Such  material,  houet>er,  provUles  interesting  sulyeets  for  serretarittl  students. 
7  he  letters  also  cover  Imsic  hunutn-relations  problems  that  face  secretaries  in  their 
office  work,  as  well  as  their  sftur-of-the-mtnnent  udutions  to  these  prohletns.  You 
may  ui*h  your  stutlents  to  evalutile  some  of  the  ansuers,  ctnnpose  t/u-ir  tni  n 
aruu  ers  to  tlu’  problems,  or  simply  comment  on  uhat  they  woidil  hat  e  done  in 
tlw  ame  situatUm.  The  letters  are  marked  off  in  groups  of  staiulard  tvttrds  ami 
may  l)e  dictated  at  any  desired  siwed. 

Situation  1:  ANCIENT  TYPEWRITER 


L«tt«r  1 

Itiside  atldress 

John.son  Typ<‘''''^i*er  Coinixmy 
181.5  Klevr-nth  Stn*«-t 
Your  City 

Sigmiturc 

Nancy  Brown 


IsNar  a 

Inside  address 
Miss  Nancy  Brown 
108  Fonrtli  Avenne 
Yoiir  City 

Sigmiture 
Harold  Jolinson,  Manager 


(1) 

C^enlleineii:  I  work  in  a  very  budget  coivscions  oifite.  My  ly|M‘wriler  may  not  have 
cniiie  over  with  Colninbnv,‘  but  I'tii  sure  it  lias  liinixrd  tbrongb  a  depression  and 
at  least  one  World  War.  I've  told  my  boss  that  I  iwed  a  new'-'  typewriter  anil  that 
his  letters  would  hxik  miMb  Ix-ller  if  ly|M‘d  on  a  nice,  new,  iinxlem  electric.  This, 
however,  ho-sn't*  won  him  over. 

Since  words  didn’t  do  the  jolt,  I  tried  salesmanship.  !  culled  in  several  type¬ 
writer  salesmen';  and,  ullhmigh  my  hots  listened  to  tiiem  and  watched  theii 
demonstrations  with  joy,  he  always  ended  with  sonx*  stniiy  comment'*  like,  "This 
tyi>ewriter  has  always  done  u  gixxl  joh  and  there’s  rut  real  reason  why  it  can’t 
continue  to  do  so.”  ** 

SiiK'C  words  and  sales  demonsi  rat  ions  didn’t  W4trk,  I  ihoiighi  I’d  present  real 
evideiK-e.  I  kept  track  of  tlw  lime  it  lixik''  me  to  correct  errors  caused  hy  mechan¬ 
ical  difficulties.  I  sliowed  him  iinxlcl  letters  on  new  typewriters."  Then  I  gave  him 
s«ime  copy  with  missing  witrds  and  niievcn  lines.  But  even  this  imixtsing  evideix-e 
failed  to”  impress  him. 

%  Finally,  I  tried  psychology.  I  decided  to  have  him  trade  plates  with  me  and  trv 

his  own'"  hand  tm  my  tired  relic.  He  ilid  anti  suiil  he  admitted  it  wasn’t  a  hraixl- 
new  typewriter,  hot  (in  view  of  "  tmr  bntlgcl,  yon  kmtw)  it  would  do.  So  what  do 
I  I  do  nest?  Siiu-erely, 

J  (2) 

^  Dear  Miss  Hrtmn;  Ytm  ilo  have  a  prohlem.  la’t’s  acceiit'-'  the  fact  that  you  really 

i  do  need  a  new  typewriter  to  replace  Dhl  Faithful.  Once  we  accept  this  foci,  tlie 

1  answer* '  to  your  prtthlem  is  tpiite  simiile.  If  words,  demonstrations,  evidence,  aixl 
psyclxdogy  have  not  wtirked,  try  a  mine*'  direct  aixl  drastic  approach  with  your 
^  typewriter.  Drop  it!  (lordially, 

rt  P.S.  Clall  us,  and  we'll  he  happy  to  replace'  "'  your  broken  hum  bine.  (!Mf4) 

I  Pr«vi«w  Outlines 


H 


(1)  Bndgi  t-conscious,  ty|x-writer,  s.il<‘smansliip,  demonstrations,  to  <lo  so.  evUleni*-. 
mechanical,  imposing,  |Myc.hoiogy,  relic.  (2)  l.et’s,  haitlifnl. 
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IN  TKA(^filNC  biitinf'vk  law,  it  U 
c-fifnnimi  practice  to  preteiit  ca»e 
|>rol>lefnk  by  liaving  •tudeittf  read 
lliem  directly  from  the  textbook.  Tliu 
can  liecome  a  dull,  deadening  routine. 
In  frrder  to  vary  the  clawroom  ap- 
|>roac4i  and  prfrvide  for  mutiple-senia' 
appeal,  try  preienting  case  problemk 
through  the  use  <rf  audio- visual  de¬ 
vices. 

Tliik  approach  shtnild  n<it  dispLce 
textlxNik  reading  crnnpletely;  there  is 
IH>  point  in  sulMtitiiting  <irie  extreme 
for  araither.  But  a  pniper  balance  be¬ 
tween  the  text  and  audio-visual  aids 
will  result  in  greater  student  parti- 
cipatifMi,  strtNiger  motivatifni,  keener 
interest,  and  haiger  retention. 

.  'Hie  simplest  of  the  audio-visual  de- 
vi(ies  are  drainati/ations  and  posters. 
They  can  stimulate  a  great  deal  of 
creative  expression.  Tap<*  rtH.-ordings, 
ass4Mnbfy  programs,  and  even  radio  or 
television  programs  may  grow  (Mit  «»f 
simple  dramati/.ations;  working  with 
|MMters  may  U'ad  students  to  more 
advanc<*d  efforts,  siu'h  as  filmstrips. 
Hut  let's  ctMifine  ourselves  here  to  the 
two  basic  me<lia-<lramati/.ations  and 
posters. 

What  Postars  Con  Do 

Resides  affording  a  variety  of 
approaches,  imsters  may  lie  used  to 
armise  attention  and  to  pose  problems 
more  rpiickly  than  printed  problems  in 
a  textlaatk  can.  Posters  on  bulletin 
Ixiards  in  halls  and  classrtMims  will 
engage  the  attention  of  students  even 
ladore  the  lesson  has  Iregim.  Analysis, 
disT'iission,  and  critical  thinking  can 
precerle  the  lesson  its<*lf,  S(*tting  the 
t(Hie  for  tlie  to|)ic  of  the  day. 

Dramatizations  provide  an  opportu¬ 
nity  to  animate  legal  case  problems. 
The  technirpie  is  not  new  to  students; 
rally  the  siibjer-t  matter  is.  A  typ<‘d 
script  may  In*  given  to  a  committee  of 
three  or  four  students  to  rehearse  for 
a  future  class  periiKl.  At  times,  the 
students  may  even  prepari*  a  dramat¬ 
ization  at  the  start  of  a  p<*ri(Kl,  while 
the  rest  of  the  students  are  chf*cking 
homework  answers.  Sincr*  llie  prob 
lem  must  lie  stated  cxincisely,  scripts 
should  nm  no  longer  than  two  or 
three  minutes.  A  student  chairman 
may  tlien  lead  tin*  discxission,  and  the 
teacher  may  partk'ipatr*  in  formulating 
the  legal  principle. 

Tlie  first  in  a  serks  of  poster-playlet 
problems  in  business  law  is  offerrxl  at 
the  right,  in  the  hope  that  teachers  will 
develop  posters  and  playlets  of  their 
own. 
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IRVINa  RORtNRLUM 

WILLIAM  PITT  H.  S.,  NEW  YORK 


HUIIY  AND 
I'LL  PAY  FOR 
ANY  TICKIT 


IS  THI  AGRIIMINT  RINDING? 


ANNOL)N(;k:H:  This  is  a  disagreement  lH*twe<‘n  a  passenger  and  a  taxi  driver. 
(StiuU'tU’ii  tuinic)  seems  to  In*  in  a  hurry  to  get  a  taxi.  He’s  b**en  calling  for 
one,  and  he's  still  trying. 

PAHai!:N(;KH;  Taxi!  Taxi! 

Dhivkr;  (statuliuu  hrxifir  desk,  tihirh  rrprriirnts  taxi):  Step  right  into  tin*  cab. 
f/Vm<*riger  sUh  at  dvnk.)  Where  to? 

PAsaKN(;KH;  (•rand  Oeiitral  .Station-and  hurry! 

Dhivkh:  Dink,  the  sp<*ed  limit  here  is  only  20  miles  an  hour. 

I’ahsknokh:  Don't  worry  alNiiit  that.  I  must  make  a  train.  HI  pay  the  fine  for 
any  ticket  you  g«'t. 

Driver:  All  right  here  we  go!  Hohl  on  to  your  hat  .  .  .  Oh,  oh!  There’s  the 
traffic  cxip. 

Foi.if:EMAN:  (jmajtjrinn  hix  Pull  ov»t,  buddy.  Where*  do  you  think  ycRi’ri 

going?  Fifty  miles  an  hour!  The  sp<‘<*d  limit  here  is  20.  (He  write*.)  Here’s 
a  souvenir  for  you,  (HatuLs  traffic  ticket  to  driver.)  You  can  present  it  in 
traffic  cxMirt. 

Driver:  (hatulinfi  tichri  to  jHiMxcnacr):  Here’s  a  souvenir  for  ytm. 

Passknc;er:  Don’t  give  it  to  me.  It’s  all  yours— you’re  the  tlriver. 

Driver:  Whose  idea  uym  this,  anyway?  The  only  reason  I  hurried  was  that 
y«Mi  insisted  and  agri*e<I  to  pay  any  fine,  r»*m«*mlN*r? 

,\nnoi'nckr:  RememlN*r  their  agreem«*nt?  Mu.st  the*  passenger  pay  the  fine*? 

Drvision:  The  jMumenucr  need  tutt  ftay  the  fitut  for  f/u*  taxi  drixjer.  An  agreement 
with  an  illegal  purpose  is  void. 
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CREATE  BULLETIN  BOARDS 

( Continued  from  pane  20 ) 
ucc'Dinplishmeiit  that  rcsiiltctl  fn)in 
this  display. 

Others  involved  in  l)nj.iness-t»*aeher 
ediK-ation  may  Im*  interested  in  s«)nie 
of  the  aids  provided  our  teacliers-to-1)*' 
in  their  creative  efforts.  One  of  the 
most  helpful  items  is  a  lxM»ldet  entitletl 
“Baited  Hnlletin  Boards,"  prepar«*<l  hy 
rhomas  Arthur  Koskey  ((MoIh-  Print- 
in){  (iompany,  San  Jose,  (ialifoniia). 
The  filmstrip,  “How  to  Keep  Your 
Hnlletin  Boards  Alive”  (Ohio  State 
University),  is  a  w»)rth-while  aid.  \ 
c*olor  film,  “Bulletin  Boards;  An  Kffec- 
tive  Teaching  Device"  (Bailey  Films, 
liollyw(K)d  28,  (California),  can  also 
1h*  highly  recommended. 

The  class  is  supplied  with  stencil 
lettering  guides  and  one  font  of  lett(‘rs 
and  nurniMTs  in  capitals  and  lower 
case,  along  with  “Stik-tack"  «lisc-.s  for 
“pinning"  the  letters  to  th«-  Ixtard. 
Students  can  also  select  from  a  full- 
color  cndlection  of  art  construction 
paper.  Its  chief  use  is  to  provide  con 
tra.sting  color  relationships  for  hack- 
grounds  and  framing.  Students  usually 
Bring  their  own  yarns,  pipe  cleaners, 
and  string;  hut  a  high  scIkmiI  instructor 
would  need  to  supply  these  few  addi¬ 
tional  materials. 

When  our  hulletin-lMiard  activities 
were  originally  conc<*ived,  we  ho|X-d 
that  the  t(‘chni(|nes  we  <i.s«*d  would, 
in  turn,  lx*  employed  hy  the  college 
students  as  they  assumed  teaching 
|x>sitions,  to  help  students  to  create 
some  attractive  and  unusual  displays 
as  an  aid  to  learning.  Our  exixTirnent 
now  includes  some  teachers  who  have 
lM*en  in  the  fi<*ld  for  several  years. 

I  am  glad  to  re|M)rt  that  the  interest 
and  initial  skill  that  the  exjrerience 
seems  to  develop  has  resulted  in  some 
notable  progress  in  the  use  «)f  a  valu¬ 
able  learning  aid  in  some  of  the  high 
school  husiness  departments  in  our 
state. 

I  would  like  to  encourage  hirsiness 
teachers  who  want  to  do  an  improved 
job  of  hiiilding  hnlletin  lx)ards  to 
indulge  in  a  little  homework,  con¬ 
structing  a  few  displays  on  their  own 
—for  I  am  convinced  that  one  must 
struggle  with  the  problems  involved 
in  this  art  Indore  he  can  direct  the 
activities  of  students.  The  next  step 
w«>uid  lie  to  prcjvide  students  with 
op|x>rt unities  for  brain  storming  s(*s- 
sions.  Follow  this  hy  supplying  the 
nt'cessary  construction  materials.  Then 
just  stand  hack  and  watch  things  Im*- 
gin  to  hapfien! 


i  On*  day  this  post  summer  while  I  was 

I  picking  strawlM*rries,  of  all  thmgs-my  ininil  ssanderetl  hack  to  scIhkiI. 

1  .\nd  I  thought:  teaching  is  a  w«»iKh‘rful  jirofessum,  for  it  gives  y«)u  the 

1  op|X)rtunity  to  start  over  and  over.  F.ach  new  semester  lets  yon  erase  the 

I  <-rrors  of  the  past  and  gives  you  the  opportunity  t«)  improve.  And  1  thought; 

1  what  can  1  <lo  to  start  my  shorthaml  classics  more  effectively  this  year? 

§  I  ,r»*ached  these  decisions; 

1  I  '4>lan  to:  Be  friendly  and  enthusiastic  as  I  enter  the  classriHim.  I'he 
1  enthusiasm  that  I  can  foster  during  the  first  few  days  may  l»e  just  what 
H  I’ll  n«*etl  later  on. 

—  Br-c-ome  ae(|uaint(‘d  with  my  students  as  «|uickly  as  |xisxihle.  I  want 
to  assure  each  class  memiM'r  that  la*  is  an  individual  and  that  I  have  a 
|X‘r.sonal  interest  in  him. 

—  BememlMT  that  tin*  Hist  wi-eks  of  iH'ginning  shorthand  are  the  most 
important.  Fatience  is  necessary  in  any  teaching-learning  relationship,  par¬ 
ticularly  where  skill  is  part  of  the  li‘arnmg.  llie  hahy  tumhl(*s  many  times 
iM-fore  he  is  able  to  cross  the  nxmi.  I  will  never  lx*  nnreavmahle  in  my 
demands. 

—  Practice  mv  shorthaml,  after  hours  it  necessary.  My  hlacklxiard  work 
should  lx-  legible  to  everyone.  The  student  who  is  hesitant  may  not  lx* 
able  to  rr-ad  my  shorthand  from  his  seat.  I  shall  re»lu*ck  it-from  th«*  hack 
of  the  nxim-lor  intensity,  flm-ncy,  proportion,  and  readability. 

I  plan  to:  F.mphasi/e  the  ini|Xirtance  of  the  shorthand  alphalx't.  Students 
should  lx*  able  to  recogni/e  these  h'tters  in  their  varying  forms  with  some 
I  ease. 

—  Be  sure  that  the  class  is  “with”  ine  before  I  present  new  material. 
The  students’  undivided  attention  is  absolutely  neressary  lor  teaching 
shorthand  effectively. 

()rg<ini/.e  my  class  peritxl  so  th.it  not  a  moment  of  t«*aehing  time  is 
lost.  Moving  from  «>ne  activity  to  another  without  conscious  effort  and 
without  losing  the  stud<*nt  demands  as  careful  planning  us  any  subject 
in  the  scImxiI.  Detaih'd  planning  shoiihl  remove  an  obstacle  Ix'fore  the 
U-arner  is  awar<*  th<*n*  is  one. 

—Show  stmh'iits  how  traditional  metlxxis  of  homework  have  not  pre- 

S  pared  them  for  shorthand  homework.  Oeeasitin.il  checking  throughout 
flu*  si*im*st«*r  will  remind  th**m  of  this. 

I— Find  more  time  tfi  helj)  tiuise  who  ar«*  shiw.  Frustration  eaiisr'd  by 
slowness  of  p<*reepti(»n  may  sixm  turn  into  nonpartieipati«in  in  class  activi¬ 
ties. 

I  plan  to:  Keep  each  class  const.mlly  aware  of  the  goals  towards  whit  h 
M  it  is  working  Ixtth  week  by  week  and  <iay  by  day.  'Die  answer  to  the 
§  cjuestion,  “What  have  we  learned  tfxlay?"  will  keep  the  class  alert  t«»  its 
H  own  progress. 

-Listen  to  how  my  own  voice  vmnds  during  class.  Boredom,  exus|x*ia- 
tion,  disinterest,  nervousness,  or  tenseness-they  all  can  lx*  easily  pass4*d 
on  to  the  class.  A  tcHcher’s  attitude  is  emilagioiis,  ami  we  should  ix’ver 
forget  it. 

—  B«*  <s*rtain  that  each  day  every  mendx*r  of  my  class  chx*s  inu’  thing 
Ix'tter  than  he  has  ever  done  it  Ix'fore.  Kach  stixlent  should  leave  the 
class  with  the  feeling  that  he  has  increased  his  knowledge  of  shorthand 
to  some  extent. 

—Think,  finally,  in  the  (piiei  of  this  strawix'rry  patcfi  once  again. 

hkmmmmmmmmmmmmmmmmmrnmmmmmmmmmmmmmmmaummmmmmmmmmmmmKm 
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Economic  googrophy.  'I'wu  ih‘w  iMKiklHs  are  available  in  classrcMmi  * 
<{iiaii(ily  to  teaehers  and  (*llier  scIkkiI  adiniiiUtrative  pi'riionnel,  “The  Story  ■ 
of  Aluiniiitirri,'’  KiviiiK  the  how,  what,  when,  and  why  of  alnrniniiin,  is  a  16-  „ 
page  flinsiraled  InKiklet  jinblished  by  Kaiser  Aliiininum  &  (di(*tnical  (Un-  ® 
|>oration,  lb24  Broadway,  Oakland  12,  ('alifomia.  The  second  IxKiklet, 
"HnblM*i,"  has  Iwen  written  in  answer  to  many  rerjuests  for  authentic,  up-  = 
to-date  information  on  this  imnliH-t.  It  has  Ix-en  prepared  by  the  Firestone  “ 
lire  and  KiiblN'r  (Jompany,  Akron  17,  Ohio,  It  is  accompanied  by  a  1 
teacher’s  manual.  ■ 

Occupotionol  guidot.  A  list  of  iM-cnpational  guides  has  ix'en  published  by  ^ 
the  Michi((an  Fanployment  Security  (Commission,  7310  Woodward  Avenue,  “ 
Detroit  2.  These  (guides  are  siipiilied  frw  of  charKe  tmly  to  MUhifiatt  S 
libraries,  scIi(m»Is,  colle){es,  hospitals,  and  or^faiii/ations  doing  vocational  ■ 
guidance  within  the  State.  Others  may  purchasr;  copies  at  the  nominal  I 
cost  of  25  ii-nts  each,  'I’wo  titles  of  special  Interest  are;  0<-cupational  (uiide  I 
No.  27,  ‘'Stenogiaidiic  Or  cupations,"  and  No.  20,  “Typing  Okfupations.”  3 

F«lt-point  pen.  If  you  need  an  iiK'xirensive  ielt-[)oint  iM‘n,  the  .Magic  1 
Marker  will  im*  what  you  want.  Just  lift  the  cap  and  mark— anything.  The  1 
ink  dries  instantly.  ’Ihe  pen  is  available  in  nine  colors;  black,  red,  blue,  1 
green,  yellow,  brown,  purple  orange,  and  white.  F.ach  i)<*n  enrsts  only  7‘7  1 
cents,  Hefills  are  30  cents  each.  Write  to  Six-edry  Products,  Inc.,  01-31  1 
121  Street,  Hichrnond  Hill  IH,  Ixmg  Island,  New  York.  1 

Consumer  oducotion.  “Fm***  and  InexiN-nsive  Consumer  Kducation  1 
'reaching  Materials"  was  prepared  particularly  for  homemakiiig  teachers  i 
but  should  prove  helpful  for  all  teachers  of  erjnsutner  education.  It  is  an  1 
annotated  list  of  over  one  thousand  titles,  each  with  a  rating  given  by  home  ■ 
ecsunomics  teachers.  All  titles  are  availalde  to  teachers  either  free  or  at  a  3 
nominal  cost,  'I'he  materials  are  |isl(‘d  under  twenty  general  classifications,  » 
by  title,  followed  by  the  name  and  address  of  the  source,  typ<?  of  teaching  i 
aid,  cost,  quantity  available,  recommend(‘d  levels  of  srrrvice,  and  rating.  2 
'I’his  source  li.st  is  available  for  $1.50  from  the  Bureau  of  ScIkkiI  Services,  p 
Syracnjse  University,  Syraciiw*  10,  .New  York.  1- 

Food  publications.  Srweral  items  have  been  sent  to  me  recently  by  - 
the  National  FcmmI  Biokers  Association,  1916  M  Street,  N.  W.,  Washington  ’ 
6,  1).  (^  Single  copies  of  their  publications  are  available  without  charge  to 
teachers  in  secondary  scIkkjIs.  One  that  may  especially  interest  you  is  "His-  ; 
tory  Defines  the  FikkI  Broker."  Ask  them  to  seinl  you  all  available  materials  . 
for  review. 

Solotmanship  motoriols.  Fiee  pamphlets  and  leafk'ts  on  how  to  sell  are  i 
available  in  single  copies  from  the  Seng  (aimpany,  1450  North  Dayton  i, 
Stre«*t,  ('hicugo  22,  Illinois.  "How  to  Sell  More  Furniture,"  a  furniture  sales 
manual,  may  la*  obtaiia'd  at  the  rate  of  six  ctipies  for  50  I't'iits.  (Six  is  a  ! 
minimum  order.)  'I'his  pric<>  includes  all  {xistage  an<I  ship[>ing  charges.  Re¬ 
quest  a  complete  list  of  materials. 

Tochistotcopic  tarvic*.  If  you  aie  inten^sted  in  information  on  Tachisto- 
scaipic  training,  write  to  the  Keystoiw*  View  ('ompany,  Meailville,  Pennsyl¬ 
vania.  Frrsl  Winger,  F.  Wayne  House,  and  Dorothy  Reeves  have  adapted  W 
the  Keystone  'I'aeliistoscoix*  for  developing  Sjieed  and  accuracy  in  such  « 
business  o|M*rations  as  typ<'\STiting.  shorthand,  b<K)kkeeping,  filing,  and 
clerical  training.  'I'liey  have  prepared  a  manual  in  each  field. 


WILL  YOU  TAKE  A  DARE? 

(Ci>iUinu4'd  from  pane  19) 

as  si>ecial  abilities,  outstanding  in¬ 
terests,  and  physical  handicaps,  to 
mention  a  few. 

Now  you  are  ready  to  Iregin  what 
shtHjId  be  a  real  adventure  in  teach¬ 
ing  and  learning.  Someone  has  said 
th.it  every  g(K)d  tear’her  leams  from 
liLS  students.  A  really  scintillating 
teacher  of  this  type,  of  course,  could 
hardly  fail  to  learn  Iroth  from  the 
students  and  uith  them,  llie  subject 
matter  is  alive  and  real;  it  deals 
with  what  is  going  on  all  around  us, 
and  we  should  strive  to  make  our  stu¬ 
dents  realize  that  they  can  apply  it 
concretely  in  their  everyday  lives. 

Alxive  all,  /  dare  y<m  not  to  lx- 
iMiund  by  the  traditional.  The  fact 
that  a  technique  has  tradition  Ix-hind 
it  do<‘S  not  necessarily  make  it  bad; 
just  the  same,  if  the  need  arises, 
dare  to  us<*  unorthorlox  methiKls  to 
give  students  the  understanding  and 
appreciation  they  should  have. 

Th«  Approach  to  Rudgot* 

Take  budgets,  for  example.  The 
subject  is  sometimes  touched  on  in 
mathernatii'S,  orientation,  or  home- 
economics  courses;  and  the  student 
may  have  run  into  it  at  home.  ’These 
assTK-iations  may  bring  hioks  of  horror 
-  <jr  Iroredom— when  budgets  are 
mentioned.  Challenge  yourself  to  find 
a  way  to  overcome  resistance  to  a 
valuable  tiKil.  If  your  students  re¬ 
ject  the  idea  of  personal  budgets, 
don't  fori-e  it  on  them.  Start  at  the 
other  end  of  the  scale  with  the  Bud¬ 
get  of  the  United  States.  (Simpli¬ 
fied  copies  are  available  from  the 
fJovemment  Printing  Office.)  Use 
this  as  a  means  of  determining  the  val¬ 
ues  of  a  budget  and  ways  of  building 
a  budget.  Then  progress  downward 
through  the  various  levels  of  govern¬ 
ment  anrl  business.  By  the  time  you 
approach  individual  budgets,  you  may 
find  resistance  much  milder  than  when 
you  began. 

“riien  again,  yon  might  use  a  radio 
play  to  help  fiKiis  attention  and  in¬ 
terest  on  the  subject.  (A  script  that 
you  or  fine  of  your  students  writes 
will  add  even  more  personal  interest 
to  the  play.)  This  type  of  playlet 
requires  little  or  no  practic'e  and  has 
a  great  deal  of  value  with  some  groups. 

Another  plan,  especially  valuable 
in  a  class  whose  memliers  are  divided 
in  their  opinkiru,  is  to  set  up  an  in¬ 
formal  debate  on  the  resolution. 
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“Kvery»>iie  should  have  a  hiulget.”  If 
this  is  the  class’  first  attempt  at  a  de- 
hate,  you  inay  find  that  you  have  to 
do  most  of  the  work.  But  don’t  (tive 
up— with  a  little  practice,  the  Kroup 
will  lK‘^in  to  enj«)y  thes<*  paitu  ipation 
lessons. 

If  you  f<‘el  that  none  of  these  ap- 
pr«)aches  will  work,  you  can  try  an 
e\en  m«)re  unorthcMlox  m<‘th<Ml  In  al¬ 
most  every  class  of  25  or  30  students, 
i)ne  or  two  of  th«‘  students'  mothers 
will  be  willing  and  able  to  ^ive  two 
or  three  hours  of  their  time  to  as¬ 
sist  you.  (iontact  these  mothers,  lie 
sure  they  have  the  same  materials  to 
study  that  the  students  have,  and 
ask  them  to  iK'Coine  students  in  your 
class  on  the  days  you’re  di.scussin^ 
bud^et.s.  Let  them  sit  at  desks,  and 
lall  on  them  as  if  they  were  students. 
The  first  day,  the  Iniys  and  nirls  may 
be  reluctant  to  si>eak  out  in  the  pres¬ 
ence  of  the  "new  students.’’  If  you 
priHX'ed  in  a  normal  fashion,  however, 
this  retic-ence  will  Ik*  praetu-ally 
unnoticeable  on  the  sr'cond  day.  You 
may  l>e  sur{)ris<-d  at  what  this  bit  of 
adult  participation  will  do  to  spark 
interest  in,  aiifl  aeeeptaiice  of,  th«* 
ideas. 


Ev0ry  Topic  it  a  Challonge 

I'A'ery  topic  in  this  ty|)e  of  n**i*eral- 
information  course*  offers  just  as 
much  challenge  as  budgets,  and  there 
are  just  as  many  ways  to  present  each 
one  in  order  to  make  it  more  r«*al  to 
the  students.  You  are  iMiund  only  by 
your  imaf^ination,  in){enuity,  and  en- 
ergy.  Most  administrators  are  eager 
to  see  these*  cours<*s  take*  the  place 
they  should  have  in  our  curricula,  .so 
they  are  gene-rally  willing  to  go  along 
with  an  imaginative  teacher. 

If  you  can  complete  a  ye*ar  eif 
teaching  one  of  tlie*v*  toiirses  suc¬ 
cessfully,  not  only  will  yeai  have* 
contributed  much  to  ove*rcoming  some* 
eif  the  criticisms  of  e*ducation  and 
have  enable*d  stude*nts  to  Income 
economically  lite'rate,  but  you  will  also 
have  broadenc*d  and  de*epe*ne‘d  your 
own  knowledge  and  unde*rstanding  of 
our  .\nieriean  way  of  life.  Any 
teacher  of  tfiis  type  of  c-oiirse  falls 
into  one  of  the  three*  categorie*s  that  a 
peiet  userd  in  describing  tfie*  tv»vi*re*d 
wagons  that  went  West: 

‘"I"he  (aiward  neve*r  starte*d. 
The  Weak  dieei  on  the  way, 
Only  tfie  Strong  came  through!’’ 

In  which  category  do  you  f>eIong? 
Will  you  take  a  dare? 
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Boards  and  borodom.  MaylM*  you  ilon’t 
have  any  weak  s|K>ts,  but  I  certainly  do.  I  la*  fabric  of  my  te*aching  care*e*r 
is  polka-dotte*d  with  the*m.  Bulli*tin  Iniards,  in  particular,  are  one  of  the 
bancs  of  my  e*xiste*nce*.  I  still  blush  whe*n  I  think  alwiut  my  first  brush 
with  the*m. 

Picture  a  ve*ry  ne*w,  ve*ry  mi*x|M*rie*nce*d  te*ache*r me*  in  a  ve*ry  laige, 
ve*ry,  teriy  supe-rvised  ele*me*ntary  system.  One*  fine  spring  morning,  the* 
"Supervisor  of  Superviseirs’’  (I’m  neit  making  that  up)  came*  to  our  builil- 
ing  to  give  .si)e*cial  atte*ntion  to  ne*w  anel  inex|M*rienet*el  te*ache*rs.  .Semiehow 
1  manage*d  to  live  thiough  the*  first  half-hour  of  the  e*ternity  he  spent  in 
my  riKim,  with  no  major  mishaps  othe*r  than  the  fact  that  my  knees  have 
ne*ve*r  be*e*n  epiite*  the*  same  sin<*e*.  The*n,  just  as  he  turiie*<l  to  go,  his  e*ye 
lighted  on  a  bulle*tin  board  ne*ar  the*  door.  Stopping  to  ins|M‘ct  it  more 
closely,  he  turne*el  and  announte*d  almost  dianiatieally:  "That  is  a  ve*ry 
inte*ie*sting  bulle*tin  laiard.  Miss  Ifinkson.’’  The*  look  he*  fixe*d  on  me  wa.s 
practically  inscrutable*,  but  it  he*ld  unde'iiiable*  surprise— a  seirt  of  "almost- 
slippeel-up-e»n-disc*overing-the-tiue*-calil>e*r-of-this-one"  expri*ssion.  My  (juak- 
ing  kne*e*s  subside*d  a  shade  anel  I  was  practically  preening  my  professieinal 
fe*.ithe*rs  when  he*  le-t  go  his  punch  line  as  he*  di.sap[H*are‘d  into  the  hall. 
"-e*s|M*cially  the*  date*s!’’  (aisey  ne*ver  slid  across  hoin.*  plate*  faster  than  I 
slid  across  that  riHiin  tei  .se*e-  what  was  vi  fancy  alMiiit  those*  date's.  Well, 
<*verv  paper  on  that  board  that  fine  .\pril  morning  bore*  an  (htoher  date, 
ne*at)y  written  under  e*ach  stude-nt’s  name. 

So  tliat  things  like  that  won’t  happe*n  anymeire*,  I  usually  start  off  e*ach 
Se*pte*ml>e*r  with  a  fe*w  re*serlutie)ns.  Se*ptemlM*r  is  a  sort  e»f  !Sle*w  Ye*ar’s 
time  for  te*ache*rs  anyway,  1  ge*ne*rally  compile  a  list  along  the*se*  lini*s:  ( I  ) 
meire*  atte*nlion  tei  elelails-winelow  shade's  pulle*d  c‘ve*n,  bulle*tin  Ixiaids 
(hange*el,  laiokcase's  elusle*el  and  straighte*ne*<l,  e*te.;  (2)  better  planning— 
of  time*,  le*ssons,  cle-rical  eletails,  extracurricular  activities,  ways  of  getting 
to  kneiw  stude-nts  lH*tte*r,  etc.;  (3)  meire  patience— whe*ther  it’s  with  slow 
le-ariie-rs,  ove*re*xulM*rant  aelolescents,  he*avy  weak  loads,  or  |H*rsonal  friistra 
tions;  (t)  renewed  faitli  in  the*  ability  and  promise  of  youth,  (5)  more 
enthusiasm  anel  gocal  humor  in  a  {Misitive  appreiach  to  teaching,  anel  (h) 
^  a  weekly  self-evaluation  by  means  of  a  irerseaial  check  list, 

^  Neiw  I  heard  yeiur  muttering  clear  up  here.  "Ifumph,’’  you  .said,  "anel 

I  what  are  year  siipposeel  tei  elei  with  the  fifteen  minute*s  left  eiver  frean  your 
daily  stint  eif  halo  {Tolishing  -  teach'i^  Neiw  wait  a  minute.  .Mayla*  you 
are*n’t  able*  to  folleiw  threaigfi  KK)  iM*r  ce*nt  ein  all  eif  them,  but  if  you  pick 
eiiit  one  eir  two  of  your  we'akest  s|Hits,  .i  great  deal  of  improvement  can 
result.  'I’ry  it  and  see, 

d«partm«nt.  A  young  s|M*ech  conte-staiit  visiting  our 
3  c-arnpus  expounded  recently  ein  the  subject  eif  eggfieads.  She  came  forth 

1  with  this  ele*firiitieai:  "An  egghe*ael  is  one  who  uses  more*  weirels  than  are 

s  needed,  (eim|aise*d  of  meire  syllables  tlian  are  necessary,  to  say  more  thai 
^  he  kneiws.’’  'I'hat  struck  me  as  hilarious  until  I  cast  a  c(itical  eye  ovei 

■  some  ceanmittee  rejairts  I'd  la*en  working  on.  A  random  sampling  frean 

^  same  goes  like  this;  "Tlie  actieai  in  this  direction  explicitly  rexogni/ed  the 

I  necessity  fea  carrying  on  planning  anel  operation  without  decisive  regard 

jT  lor  reimbursimient.”  Oops!  If  (/ear  haven’t  written  any  re|Hirts  lately,  make* 

1  a  ta|M*  recording  in  yeair  cla.ssreHan  and  learn  your  own  eggliead  status. 


I  Tim«>honor«d  but  good.  'I'hree-by-five  recitatieai  cards  are  a  fine  device 
i  for  learning  names  quie  kJy,  distributing  recitaticiii  time  e<|Ually,  and  recrrrd- 
g  ing  brief  eiata.  Don’t  forget  to  shuffle  freepiently. 
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RAYMOND  DRiYF  ACK 

THK  LAHCK  OFFICK  with  the 
urderly  ruwii  of  drsk*  wait  empty 
exeefit  for  the  lone  figure  of  a  girl. 
She  wai  typing'  with  great  indiutry' 
at  (»y»  of  the  far  deikii  next  to  the 
executive  section.  The  clock  on  the 
wall,  pla<«d2  directly  over  the  corn* 
manding  *Think‘'  ligii,  read  five  min* 
iittm  past  seven, 

Eileen  paused  briefly  in  her  typing 
to  flip'  through  the  remaining  pages 
of  notes  in  her  steno  pad.  Four  more 
pages  and  the  refiorl  would  lie  fin¬ 
ished.  She  felt<  a  little  funny  alxnit 
working  all  alone  in  the  hig,  empty 
o(fic*e.  It  was  only  on  rare  occasions^ 
that  she  had  to  work  overtime.  Hut  a 
.special  meeting  of  the  lioaid  was 
(■ailed  for  ten  the  next  moniiug.  She 
just  had'*  to  get  this  report  out  on 
time. 

Ilie  cMily  thing  that  bothered  her 
was  the  funny  feeling  that  she  hud. 
The  general'  office  wemed  so  strange 
with  nolxKly  in  it— just  empty  desks 
and  wasteliaskets.  Tlie  long  lottery 
of  idle*  typewriters  and  calculating 
machines  were  all  neatly  cnivered  like 
unused  furniture  in  an  abandoned 
house,’  SprKiky,  Eileen  thought;  like 
a  ghost  town  almost. 

She  certainly  was  not  the  ty|M’ 
who  imagined  phantoms  and  wor¬ 
ried"’  alxiut  things  at  least  she  never 
considered  herself  that  Way.  Rut  the 
fati  remained;  she  had  heard  voic-es 
from  the  next"  rcNim.  Well,  may  lx* 
not  vofcf't  exactly— jMNirw/.v  would  lx* 
more  acciinte.  Eileen  frownerl.  May* 
Im*  she  was  the  worrisome"  type  after 
all,  letting  her  imagination  run  away 
with  her  like  that.  As  she  well  knew, 
the  n4*xt  office  was"  as  empty  as  this 
(Mie-rxc'ept  for  "Matt,"  that  is. 


Funny,  she  thought.  In  the  few 
short  months  that  Matt  had  Ix'cn  here 
at"  National  Life  A  Indemnity,  he 
had  taken  on  a  personality  of  his  own, 
almost  like  that  of  a"  human  being. 
"Mutt,"  of  course,  was  the  office  nick¬ 
name  for  the  new  electronic  sequence 
retention  ((Hnputer,"'  technically 
called  It  had  lx*en  sptx’ially 

constructed  for  National  by  the  top 
elec'tronM.’"  enginwrs  of  the  c'ountry. 
Some  of  the  things  that  Matt  had 
accomplished  sinct;  his  arrival  were 
unbelievable."  Statistics  that  formc-rly 
re(|uired  hours  and  hours  of  tedious 
manual  luixir  were  now  turned  out 
I’r  a  matter"  of  minutes.  .Memory, 

i  engineers  explained;  this  was  the 
•ecTet. 

Matt  Ixiasted  a  memory  of  more 
thaii'^'’  three  million  digits  and  alpha* 
IxHic  characters.  Some  of  the  results 
produced  by  Matt,  in  fact,  pu/./led 
even"  the  engineers  whose  job  it  was 
to  run  him.  They  could  not  rememlxu 
sending  some  of  the  information  into*' 
Matt's  storage  de|X)sitory.  They  csiidd 
not  |(K‘ute  a  gixxl  deal  of  the  data 
on  the  reels  of  magnetic  tape"  that 
fed  like  an  endless  stream  of  magic 
twine*  through  the  intestines  of  the 
computer.  Yet  there  was  no  cause 
to  complain."  Matt’s  reporting  ex* 
cci'ded  the  fondest  dreams  of  top 
manugem(*nt.  By  virtue  of  every  test 
given  by"  the  exp<*rts.  Matt  was  re¬ 
liable  and  act'iirate. 

Eileen  shook  her  head  in  wonder¬ 
ment.  A  gixxl  feeling,  one  of-’**  grati¬ 
tude,  pa-s-sc-d  over  Iht.  Matt  had  a 
fabulous  memory.  The  fantastic  s|x*ed 
of  his  relays,  rnagrM'tic-*'  drums,  and 
transistors  |X‘rrnitted  him  to  do  in 
minutes  what  human  Ix'ings  must 
take  days  to  complete.  Yet  here  she'* 
was-an  ordinary  numan  l)eing-typing 
away  at  a  re|x»rt  after  hours  Irecause 


the  report,  instead'’  of  lM*ing  pure 
routine,  retjuired  fuc/gmen/  and 
thtmuht. 

Eile«*n  resumed  her  typing.  With 
luck  she  should  lx*  done  by  a  ({uarter"’ 
to  eight.  She*  .  .  .  Again  she  p:iused 
in  her  work,  involuntarily  stiffening. 
’Fhere  it  was  once  more!  The*  .scrunds 
from"  the  next  nxim  were  unmistak¬ 
able  this  time.  Her  lips  pursed 
angrily.  Well,  whatever  the  scninds 
were,  she  was  not  going"  to  sit  and 
worry  alxxit  them.  Onc'e,  as  a  small 
girl,  she  had  s|M*nt  a  night  of  sheer 
terror  Ix'cause  of  noises"  that  came 
from  the  closet  of  a  cottage  that  her 
family  had  rented.  Finally,  aided  by 
the  first  morning'^  light,  she  had 
summoiK'd  enough  courage  to  investi¬ 
gate.  She  had  seen  at  once  that  the 
sounds  had  I)een  made  by  a  strc'arn" 
of  air  filtering  in  through  the  attic. 
The  resulting  draft  had  caused  a  wire 
hanger  to  tap  against  the  wall  Ixrard''’ 
from  time  to  time.  She  had  resolved 
then  and  there  that  she  would  never 
go  through  a  similar  experience 
again."  Barely,  she  learned,  are  things 
imagined  half  as  bad  as  the  fear  of 
them. 

Rising  from  h(‘r  work,  Eilec-n  stnxle 
purposefully'*  into  “Matt’s  Den,"  as 
the  c-omputer  c-enter  was  called.  Tfie 
large  r(x)m  was  dark;  from  somewhere 
in  its  depths  she  csHild'’  hear,  tin- 
<{u<‘stionahly  now,  the  sounds  that  had 
Ikhmi  disturbing  her.  They  resembled 
voices— voices  crying  out  for*"  help! 
There  was  a  kind  of  echoing  metallic 
({iiality  to  them  as  though  someone 
trapped  in  a  large  hollow  tank^’  were 
siiffiK-ating  and  could  not  g(*t  out. 
Eileen  could  feel  her  heart  pounding 
in  her  chest.  A  picture  flashed  througli 
her  mind’'  of  some  jxxrr  porter  trap- 
(led  in  a  large  metallic  drum. 

In  a  rush  she  found  the  wall 
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switches  and  turned  them  on.  in 
nuttter  (if  seconds  the  nxiin  was 
bathed  in  a  bright  sea  of  fluorescent 
light.  Eileen  blinker],  then  l(X)ked 
fearfully  about.**  There  was  no  one 
in  the  room.  There  was  no  large  dnini 
for  anyone  to  be  trapped  in.  All  she 
saw  was  Matt,  his  streamlintxl*^  C'on- 
vile  spotless,  his  printing  unit  with 
tiM'  pla.stk:  dust  cover  intat-t,  and  his 
Huw  iiig  rivers  of*^  magnHic  tape  (piiet 
and  glass  enclosed.  She  had  imagined 
the  sounds.  The  room  was  empty! 

Then  she  heard  the  sounds  once 
more.*^  They  were  as  distant  as  her 
own  breathing  and  twice  as  loud. 
\gain  the  fear  .seized  her— fear  of  the 
unknown,  this  time.*”  Timorously  she 
went  over  to  the  console  that  was 
Matt’s  nerve  center.  A  tiny  red  light 
was  flashing  and  one  dial*’  was  mov¬ 
ing  slowly  in  a  counterclockwise  di¬ 
rection.  Eih^en  thought,  with  a  burst 
of  relief,  that  Matt  had  Ireen^*'  left 
turned  on.  She  recalled  the  time  a 
few  weeks  ago  when  the  empl(»yees 
had  Ix-en  taken  on  a  toiu  of  the^i 
computer  c(*nter,  and  Matt’s  functions 
had  been  (*xplain(*d.  The  |x>wer 
twitch,  that  was  what  she  wanted. 
Yes,  there  it  was  under'2  j},,.  console. 
She  |(N)ked  at  it  twice.  It  was  tiirni'd 
downwards,  in  the  direetion  of 
“OFF." 

Eileen  felt  a  constrictmn  in'J  her 
throat,  and  her  mouth  was  dry.  Matt 
tvas  off,  but  the  light  kept  flashing, 
and  the  dial  continued  to  turn.  Then 
she  saw**  the  other  movement.  She 
saw  it  first  in  thi*  glass  enclosed  tap** 
unit  of  the  machine.  One  of  the  reels 
of  tape  was**  barely  moving,  and  a 
faint  clicking  srmnd  was  clearly  audi¬ 
ble.  Then  her  eye  was  caught  by  the 
{dastic  cover  of*''  the  print  unit-the 
miraculous  mechanism  that  (s)uld  run 
off  copy  at  the  rate  of  over  a  thousand 
lilies*^  a  minute,  llie  cover,  too,  was 
moving;  and  the  groaning,  pleading 
sounds  could  Ire  heard  from  inside 
tfie  console. 

Eileen’s*”  first  thought  was  to  Ht  e 
the  r(K)m.  But  something  held  her, 
vimething  in  the  quality  of  the  sounds 
that  was  so  distinctly*’  an  apjreal  for 
help.  As  though  propelled  by  a  force 
outside  herself,  she  nished  to  the 
print  unit  and  flung  off  the  <?over.*‘’ 
There  were  no  forms  in  the  printer, 
but  the  message  on  tlx;  cylind(‘r  could 
lie  read  clearly:  "Can’t  solve  Job  No.'*' 
3X42B.  Feterst'ii’s  source  data  inde¬ 
cipherable.”  Petersen  was  Matt’s  chief 
programing  engineer.*^ 

Eileen  felt  like  screaming,  but  the 
Miiind  s({uee/.ed  dry  in  h(‘r  throat. 
Matt  .  .  .  the  machine  ...  it  was 
thinking!  It  was  thinking  and^*  ex¬ 
pressing  itself!  It  was  tortured  l•ecaus«' 
it  (snildn’t  solve  a  problem! 

.Again  the  pleading  sounds  like  the 
agoni/rxl  cries**  of  a  dying  lieast,  is¬ 


sued  from  the  depths  of  the  csinsole.  the  type  bars  snapiMxl  back  into  |H>«i- 
Momentarily  her  heart  went  out  to  tiun  and^'  were  still. 

Matt.  He'**  wa.s  .  .  .  Suddenly  the  For  a  long  second,  Eileen’s  breath- 

naked  sigiiificaiK-e  of  her  thought  ing  stopped.  Matt  was  dead, 

stnick  home.  Matt  was  not  he;  Malt  The  heavy  silenc'e  in  the  rtMini  was 

was  it,  a  machine.  like  a  tribute^-  to  the  deceased.  Eileen 

Now  the'*'*  cylimler  was  turning  stood  still  for  some  time,  staring  dully 

again.  Slowly,  in  more  time  than  it  at  the  machine.  Then,  with  studied 

would  have  taken  a  person  to  write  determination,^^  she  plticketl  the 

them,  the  words  came**^  out:  “I  can’t  handkerchief  from  her  sleeve  atul 

...  1—”  Then,  suddenly,  there  was  cari'fully  erasetl  the  printing  from  the 

a  wild  flashing  of  lights  on  the  con-  cylinder.  If  had  willed  mar hities^* 

sole;  and  Matt  made  a  crunching  to  thittk,  she  decidtHl,  Matt  woidil 

sound  from*^  within.  It  seemed  as  Itate  been  aMr  to  so/ne  the  prohlem. 

though  the  wire  and  steel  inside  him  (ionfldently  now,  ami  with  a 

were  lieing  mercil(*ssly  rent  apart.  In  blessed^*  new  release  from  fear,  Ei- 

the  tajie  unit*’  the  long  magnetic  leen  returned  to  her  desk  and  resumcHl 

river  sputtered  and  stopped  flowing.  her  tyiiing.  Still  almost  four  jxtges 

then  stiffeiKHl  onc-e  and  dnxrped  to  go.  She  glam-ed^*  up  at  the  chx'k 

down,  a  sagging  mass  of  paper.  'The^"  on  the  wall.  With  luck,  she  thought, 

print  mechanism  thrust  out  to  print  she  should  lx*  finished  bv  eight  flf- 

once  more.  Firrallv  with  a  dull  click,  teen.  fI.V14) 

Li  ne’s 
End 
and 

Bevond 

HELEN  WATERMAN 

BAKHAKA  had  Ixjen  uneasy  during  Ilie  bus  swung  in  a  sharp  circle* 

the  whole  long  bus  ride.  It  wasn’t  and  stop|x-d.  The  drivurr  flicked  a 

simply  the  threatening  storm  clouds,  glance  over  his  shoulder  at  her  as  he 

eitlier!'  Six-  had  felt  um-asy  from  set  his  brake  and  rear-hed  for  a  ciga- 

the  moment  the  enipkryment-agency  rette.  As*  Barbara  got  off,  she  saw  a 

woman  had  given  her  the  job.  fairly  new  car  parked  near  a  little 

But  if  Barbara  had  said,  "I  won’t  store.  A  man  leaned  across  the  fnnit 

take  that  job;  the  pay  is  t(xj  high,”  seat  to  o[x-n*  the  d(xjr. 

she  would  have  vninded  silly.  After  “Ycxi’ce  Mr,  (irimirs?”  Barlmra  asked, 

all,  some  extra*  prerniiiin  really  wat  lie  mxlded  his  huge  head;  lie  didn’t 

justified  for  traveling  clt*ar  out  to  the  Ixither  to  smile.  Barliara*  decided  he 
county  line,  was  more  preixoipied  than  unfriend- 
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ly,  Slt<7  nut  ill  aii<l  tlif'  car  backed, 
tiiriic«i,  and  htaiied  up  a  wiiidiiiK.* 
bumpy,  dirt  road. 

"Do  yon  know  your  biifciiM'»»?"  lie 
di'inandcd  suddenly,  "CJan  you  tak<' 
e\'cryfbint{  down  and  swear  to“  the 
accuracy  of  your  transcription  in 
tourt?" 

"Wby,  y<s,  I  I  have  a  certificate," 
said  Harbara.  "Hut  will"'  I  Im*  called 
c»n  to  testify?" 

"W'bo  knows?"  His  bead  turn«*d  to¬ 
ward  ber,  and  sbe  tbouKlit  she  almost 
Kllinpv'd  triiimpbant  lau^bter”  In*- 
bind  the  Irrown  «'yc*s.  “Viaylre  tlwy'll 
ladieve  me  at  last;  but  if  not,  ycHi'll 
just  have  to  Im'  as  siiie  of  yiair  note's 
as  you'*  can  la*." 

"77i<'j/?" 

'I'fie  car  stopped  liefore  a  small  but 
wt  in  a  urove  of  tr<*<*s,  Tlie  but  was 
Vi  overgrown  by  iborny  busbes"*  that 
even  tboiiitb  it  was  less  llian  ■'SO  yards 
fnan  tb<*  road,  Hatbaia  badn’t  vc'ti  it 
until  ibey  bad  stop|a*d. 

"(aime'*  on;  we've  lots  to  do,"  said 
Mr.  (irimes. 

H.iibara  besit.ited,  .Sbe  kaiked  back 
the  way  they  b.td  conn-,  ber  b<*art 
IHiundinK-"'  ^b<*  forc(*d  b«*rself  to  piisb 
o|M‘n  tb(‘  diMii  and  K*'  inside. 

Notbintt  in  tbc*  movies  or  on  televi¬ 
sion  bad  piepared'*  ber  lor  vi  unusual 
t  lalmratory,  A  stran){e  yellow  isb  li^bt 
vs  as  reflected  from  bundieds  of'^  ((lass 
la'.ikc'rs,  from  metal  tula's,  mesbed 
\s  beefs,  and  bu((e  maebines  with  com¬ 
plicated  instrument  paiic'ls. 

Ml.  (Irimc's  lirusbed  bis"*  band 
ac  ioss  tfie  top  of  a  maebine  and  piilli'd 
.1  sto<il  up  ia-sicie  it,  indicatiiiK  that 
it  was  to  la*  bc*r  desk"*  He  said,  "You 
knoss  luiw  to  drive*,  of  c'oiirsc*?" 

“Drive*  wbat?" 

"A  e  ar!  ,\/r/  car.  You  do?  (aaal.  I'll 
put  tbe  ke*ys  over  bere  by  ibe*  eleair,*" 
on  this  little  beaik.  I'bey’ll  be  epiite 
vale.  Don’t  leaik  so  staitle‘d  you'll  la- 
s.ife,  too.  I’ve  pl.iime'd  e-very  detail 
wifb  c  are." 

"iManned*'  Hatb.era  sprang 

to  bet  feet.  "I  demand  to  know' 
I’l.uincci  wbat?" 

“All  ii(;bt,’’  be*  seartla'd  be*r.  “Sit 
dossil,  Kiri.  Have  you  be*arel  of  tbe'-''-’ 
e<|u.itiou  K  me*?’’ 

“’rbat  lias  some'lbiiiK  to  do  witb  Kin- 
•.tcin,  elea'sii’t  it?” 

“Yes,"  Ml.  (bime-s  said.  “It  stands'*'*'' 
foi  Ills  famous  eliscovi*ry  that  mass  can 
la*  tiaiisformed  into  eiierKy.  It  is  tbe* 
foundation  on  wbicb  tbe**^  atom  latmb 
and  most  of  our  pre*se>iit  clay  rcse>arcb 
“Is  bas<*el.  Also-my  re*se*aieb." 

Hurbara’s  band  crept  to  her  throat. 
He*i*'‘'  fiiiKcrs  we*ie*  icy.  "Hut,  to  do 
tbiiiKs  like*  like  s|)littiuK  atoms  -you 
iM*e‘ei  imme*iis<*  lalairatories  larKe*r  tban 
a*"  city  blea-k— don’t  you?  You  couldn't 
-bere*-" 

"Split  tbe  atom?  .No!  Hut  to  unravel 
tbe  cbaiii— ’’  He*  pre*sse*d  a  button 


and  tbc**  yc*llow  iiKlit  M*e*me-d  ter  tsrii- 
c.-<*ntrati*  aiarve  a  coiicb  that  Harbara 
liadn’t  notice[*d  Ireferre.  It  was  covcttccI 
witb  a*”  white  drape?  that  buiiK  like 
clertb  fait  liad  a  curious  plastic  epiality. 

“Suppose*,"  coiitiiiui'ci  .Mr,  (irime*s, 
while  tbe*  monstrous**  maebinef  la*binel 
him  buinme*el,  "you  bad  a  chain  of 
lM*ads.  To  bre^ak  any  siiiKb*  l>e*acl  mi^bt 
re*ejuire*  a  bafnme*r  blow— but*'*"  if  you 
brerke*  tbe*  (*errel  tlut  ta*aels  wemld  all  roll 
away.  Tbt*n  wbe*re*  would  your  ne*e*k- 
lace*  la*'?’’ 

"I  know  that’s  a  |>eM»r  illii.stiation,*' 
for  you’d  still  liave  tbe  striiiK  and  tbe 
clasp.  Hut  sup|>ose*  tbe  string  and  tbe 
clasp  w'cre*  pure*ly  e*le*ctricar?  Suppose* 
only'**  maKne*tism  be*|el  those*  la'acls  on 
yerur  chain?  Then  sbejiild  it  Ik*  neces¬ 
sary  to  smash  tbe*m  to  sc*atte‘r  tbe  vari¬ 
ous  parts'?"**  He  |K>inte*ci  a  firiKer  at 
her  note'lKMik.  "Write  it  down,  so  you'll 
reme*mlM*r— 'and  put  down  I'n  ri/thin^ 
that  bapiM'iis’**  from  now  on.” 

".\e*c*klac*e,’’  wrote*  Harbara,  and 
lb<*n,  “I'm  afraid  I  don’t  uiicle*rstaud,’’ 
she*  said.  "l*rom  now  on  until  wbat?" 

’’l.'iitil**''  the*  lM*acls  are 
aiiioiiK  millions  of  tbe*ir  kind.  You  II 
know."  He*  walke*el  ove*r  to  tbe*  couch, 
sc*e*me*<l  to  bae*k  away  at*"  tbe*  louc  b  of 
the*  ye*llowisb  liKbt,  and  tiie'ii  lay  down. 
He  was  csMnple*te*ly  illuminatc'd  by  tbe* 
liKlif’s  unre*al*^  kIow.  “Kor  lK*tte*r  err 
for  worse*,”  be*  we*iit  on,  smiliiiK  a 
little*,  ‘‘you'll  know.  He*  sure*  to  write* 
down  any  words  I  may  say*'’'*  afle*r  I 
lose*-e*onsciousness.  I’m  not  c*e*rtain 
wbe*re*  tbe*  chain  will  bre*ak.  .And  send 
my  lawye*r  wend"— be*  dictated  tbe*  ad- 
elre*ss*‘*— "to  follow  tbe*  instructions  in 
my  safe*-ele*|K>sit  Ik>x.  Ksiwcially,  be*  is 
to  ele*live'r  all  my  note's'"  and  tlie*  full 
pros|K*clus  alKHit  wbat  I  am  doiiiK 
now  to  tbe*  scientists  to  whom  they  are* 
addie*sse*el.’‘ 


OGA  MEMBERSHIP  TEST 

Businast  Success 

(.lieMtsinK  tbe*  riKbl  jc'b  is  a  problem 
that  everv  w'oike*r  must  face.  Seune* 
|M*ople  take*  the*  first  job  that  coirws 
aloiiK*  that  will  provide*  s|K*nelmK 
moue*^,  and  tbe*y  think  that  the  future 
will  take*  care*  of  itse*lf.  Hut  will  it? 

Wbat  make's  a  kckkI''  foundation  for 
businc'ss  suc*c*c*ss?  Knowle*clK<',  stability. 
KocmI  nature,  bone*sty,  vision,  fore- 
sitfbt,  e'ntbiisiasm,*  patie*nc*e*,  te*am- 
work,  de*te*rmination,  Ko"<l  health  and 
c*e)mmon  sc'iise*.  .And  the*  tcKils  to  Ik* 
iisc'd  in  tbe*  buildiiiK  of  a  business* 
c*are*e*r  include*  bard  work! 

Huilel  tbe  foundation  of  your  c*are‘e*r 
on  a  we*li-cone*e*ive*el  plan,  and  your 
sm'ci*ss  will  Ik**''  assure'd.  flOM 


A  clap  of"  thunder  startled  Har- 
hara.  Sbe  leatkeKi  up  at  the*  curve*cl 
ceiliiiK,  and  her  employer  sinile*cl 
aKam.  "I’ve  lK*en  waiting  for'*  a  rainy 
day -to  make  tbiuKs  t*asie*r,’’  be*  said. 
"Be*  sure*  that  your  notes  show  that  it’s 
rainiiiK  now— rainiiiK  cpiite  bard.  I've**" 
taken  all  pre*c*autions,  but  be*  sure*  that 
you  don’t  come*  ewe-r  and  terucb  this 
bar."  He  |K)inte*cl  to  an  upri^bt  |K)le 
at**  tbe  lejwer  ri^bt  corner  of  his 
couch,  just  at  tbe  i*clKe  of  the*  oval  of 
li«bt. 

“Our  IkkIic's,  just  like*  all  the  e*le*- 
me*nts,*"  are  simply  made  of  N'ature*’s 
biiildiiiK  bleK'ks.  Ihel  you  eve  r  watch 
cc'lls  KTowiiiK  on  a  slide  under  a  tnic*ro- 
scs)pe*'?*'’  How  one  divides  in  two,  two 
lK*C‘ome*  four,  and  so  on?  VA’ell,  c*an’t 
tfiat  preKe*ss  Ik*  reverse*er?  Why  not  Ro 
back  from  thousands*^  into  one,  and 
have  that  one*  fade*  into  tbe  re*se*rvoir 
from  wbicb  it  came?  It’s  time*  now— 
and  I  thank  you  for  witne*ssinK*‘'  this. 
You  imde'rstand,  it  b.id  to  Ik*  some'one 
witb  no  connc7ction-pe*rsonal— sc'ien- 
lific— yes,  it’s  time.  You’re*"  takiiiK  all 
this  down?  Tbe*n,  se*e'  I  touch  this 
real— ” 

Tbe  liKht  that  spraiiK  up,  so  yellow, 
V)  Kolden,  yet  without  physic  al*''"  be*at, 
friKbte*ne*el  Harbara.  She*  trie*ei  to 
sc*re*am:  .she*  csiuld  not.  Kor  se*ve*ral  sc*c*- 
onels  aftc'r  tbe  liKbt  of  that  awful 
briKbtness*'"  died  sbe*  esmid  not  se*e*. 
Kinaily,  sbe  looked  toward  tbe*  esme  b. 

At  first  sbe*  tbouKbt  it  was  just  that 
be*r  e*ye*s  bad  not  ye't*''’*'  adjusted.  Hut, 
no!  TbrouKb  bc'r  fri^bt  came*  tbe 
tbouKbt,  "I’m  bere  to  do  a  job,"  and 
sbe*  made  epiick  note*s— tbe*  liKbt,  tbe* 
blindness,  the**'*"  rain  still  piiiKiiiK  on 
the*  me*tal  nKjf.  Sbe*  w'alke'd  toward  tfie 
c*e)uc*b,  be*r  licMik  and  |K*ncil  |Kiise*d 
and  wrote*: 

“Wbe*re*  .Mr.  rJrime*s  lay.*'*  tbe*ie*  is 


JUNIOR  OGA  TEST 

Success 

Suct*e*ss*  is  s|K*akinK  wi»rds  of  praise* 
In  cbe*e*rinK  otbe*r  |K*ople*’s  ways. 

In  doiiiK  just  tbe*  la'st  you  can 
Wifb  c*ve*r\ '  task  and  eve*ry  pl.ui. 

It’s  sile*nc*e*  wbi'ii  your  siM*e*e  b  would 
hurt, 

.Sile*ne*e*  wbe*n  your  ne*iKblKti's  curt; 
It’s  ele*alne*ss  wbe*n  tbe*  sc*ancial'  Hows, 
■And  svmpatby  with  otbe*rs'  wen's. 

It's  loyalty  when  duty  calls. 

It’s  ceiuraKc  when  disaster  falls. 

It’s  pafie*nce*  svben  tbe  hours  are  loiiK. 
It’s  found  in  lauKbtei  and  m  soiiK. 

i«9) 

*  Since**  in  buffer  V 
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BIJSINKS.S  Kin’CATION  WOHI.I) 


now  nothing  uui  «  yeilow  stain  upon 
the  whitish  covering  that  looks  like 
plastic  cloth.  .Marking  the  yellow“ 
stain  are  faintly  darker  lines,  converg¬ 
ing  toward  the  metal  rod  that  goes 
through  the  flooring  to  the  ground. 
A  wire**  runs  from  the  rod  to  a  giant 
fuse.  The  lines  on  the  stain  rather 
resemble  a  river  system  on  a  map. 
The®'^  lines  run  from  where  his  head 
and  shoulders  had  been.  It's  as  though 
his  body  had  been  pulltxl  down  the 
rotl  like— like  beads—** 

Suddenly'’”  Barbara  trembled  vio¬ 
lently.  '*Mr.  Crimes!**  she  called  in  an 
urgent  whisper.  The  thunder  rumbled. 
As  it*®  faded,  she  heard  the  rain  again. 

"Mr.  Grimes!"  This  time  it  was  an 
echoing  scream. 

Barbara  raced  to  the  d(M»r,  turned*** 
back,  and  jerked  th<’  keys  from  the 
hook.  She  sobbed  as  the  car’s  wheels 
spun  in  the  mud,  but  finally  it  jolted 


’  FLASH  READING* 


WOMEN 


MARGARET  OTTLEY 

WIIKN  SALLY  made  application 
for  the  job,  she  naturally 
.thought  her  boss  wouhl  l)e  a  man.  It 
came  as  fjuite  a'*  surprise,  therefore, 
when  she  was  led  to  the  s<*ction  where 
she  was  to  work  to  learn  that  Miss 
(aile  was  in  charge. 

Sally  was*  very  much  annoyed.  She 
was  actually  mad.  She  felt  that  she 
had  Wen  tricked.  But,  l>ecause  Sally 
had  told  most  of*  her  pals  that  she 
had  a  job  with  that  firm,  she  decided 
to  stay  with  it,  for  a  while  at  least. 

.After  a  day  or*  so  on  the  job,  the 
girls  asked  Sally  to  go  to  lunch  with 
thenj.  That  was  her  chance  to  get 
a  little  advice  that  would*  help  her 
d«*r  ide  whether  she  should  stay  on. 

She  asked  the  girls  whether  they 
likerl  working  for  Miss  f.'ole  and  was 
happy  to*  leani  that  they  liked  Miss 
C!ole  s<i  much  that  they  had  been  in 
that  section  foi  three  or  more  years 
and  hoperl  they  would  stay  there. 
Thr'V*  told  Sally  that  Miss  C^oh-  was 
pretty  firm  aixmt  their  adhering  to 
company  policies,  like  Ix-ing  at  their* 


and  shd  down**  the  bumpy  road.  .At  | 
the  welcome  sight  of  the  bus,  she  ’ 
laughed. 

She  left  the  keys  in  the  car  and  ran 
through  the  rajn.  She  sat*®  trembling 
in  the  s<*at  just  in  back  t*f  the  driver. 

"Take  it  easy,  Miss,**  the  driver  said, 
and  she  saw  then  that  he  was**  the 
same  man  who  had  driven  her  here. 
“You’ve  Wen  up  tri  the  Crimes  place? 

I  had  a  hunch  he  was  up  to  his  pranks 
again!’’** 

"His— his  pranks?" 

"Sure.  He’s  a  retired  magician. 
Made  his  pile  on  the  vaudeville  cir¬ 
cuit  in  his  young  days  sawing  a**  girl 
in  half.  He  likes  to  try  new  ‘illusions.’ 
But  nobody  around  here  will  go  up 
there  any  more,  so  he  has**  to  hire  his 
audience. 

“But  don’t  worry— he  plays  fair. 
You’ll  get  your  check  in  the  monung." 
(1335) 


BOSSES? 


desks  by  nine,  staying  till  the  chxk 
struck  five.  But  she  helped  the  girls 
when  they  had  jobs  that  were  t<K) 
hard  for  them.  She  helped  them*  with 
their  notes  when  they  could  not  read 
them.  And  she  often  asked  the  other 
girls  to  help  if  a  rush  job  might  keep 
a  girl'®  after  Imurs. 

Miss  f^ole  urged  them  to  Iwtter 
their  skills  and  wlam  the  work  was 
light,  she  arranged  to  give  them  sire- 
cial  writing"  drills  or  typing  practice. 
She  told  them  the  hi.story  of  the 
company  that  could  W  known  only  if 
you  had  In’cn**  with  the  firm  for 
years. 

And,  when  a  Wtter  job  came  along, 
it  was  a  Cole  girl  who  made  the 
grade.  The  sr-cretarics'* '  to  most  of 
the  Wsses  had  had  their  start  in  .Miss 
fJole’s  s<*ction.  It  was  Wcaiisrr  of  her 
h«‘lp  and  care  in  training  them"  that 
they  had  made  the  grade.  Miss  Cole 
was  tops  with  them.  Sally  riecided 
that  this  job,  after  all,  was"  surely 
a  fine  place  for  a  girl  to  get  her  fo<jt 
on  the  larlder  to  a  top-notch  secre¬ 
tarial  job.  (319) 

*y<xatmlmry  hmUtd  to  C  haft  or  i  0»»  IkroMi/h 
Thrtt  of  Groyg  Shorthand  Simfhlitd. 


UNIFORM  EXAMINATIONS 

(Continuetl  from  page  22) 

ination  period  are  made  known.  Tlie 
first  step  is  to  count  the  numiM’r  of 
instructional  days  up  to  the  exam¬ 
ination  period.  From  the  total,  one 
then  deducts  a  certain  numWr  of 
days  that  will  W  retpiired  for  each 
of  the  following  phases:  (a)  editing, 
(b)  stenciling,  (c)  duplicating,  and 
(d)  collating.  It  .stands  to  reason  that 
if  there  is  less  time  taken  up  with 
the  writing  and  revising  phases,  there 
will  lx*  mure  time  left  fur  editing  and 
pnxliicing  the  copi<*s.  (Conversely,  if 
w'e  ne<*d  less  time  for  the  editing  and 
production  phases,  we  will  have  more 
time  available  for  a  thorough  con¬ 
sideration  of  ail  questions. 

The  department  hea<l  will  find 
that  if  he  himself  gives  thought  to  the 
examinations  Irefore  the  deadline,  his 
teachers  will  do  likewise.  If  a  ihtsoii 
understands  the  other  iM*rson*j  prob¬ 
lems  he  can  act  sympathetically  in 
the  light  of  such  understanding.  I'he 
achievement  of  this  objective  cannot 
1m*  exi>eclcd  overnight;  but,  even¬ 
tually,  papers  will  come  in  without 
the  ne<*d  for  continual  reminders. 

If  the  suiH'rvisor  gives  the  final 
I  touch  to  f’ach  examination  as  soon 
'  as  he  rt't'eives  it,  tln’re  will  be  no 
accumulation  of  work  to  Im*  done 
nmh’r  pressure,  A  delay  <»f  several 
days  by  one  of  the  grade  committees 
will  not  crowd  the  siipi'rvisor’s  sched¬ 
ule  unduly.  In  other  words,  when  the 
truly  professional  spirit  prevails,  the 
d(*adlinc  Ixrcomes  elastic.  Some 
te.ichers  get  their  paprTs  in  very 
early,  others  submit  them  on  the  due 
date,  still  others  meet  their  obligation 
a  day  or  two  lM*yond  the  dea<lline; 
all,  however,  know  that  the  work  is 
important  and  that  the  How  of  pap«‘rs 
mu.st  continue. 

It  is  in  the  interest  «»f  future  dead 
lines,  alsr),  that  tlM^  department  head 
should  show  a  businesslike  approach 
by  insix'cting  anrl  editing  the  paix*rs 
promptly.  The  questioning  of  certain 
phases  of  an  examination  pa[X‘r  long 
alter  it  w'as  submitted  suggests  to 
I  the  writer  of  the  questions  that  he 
submitted  his  materials  rniicli  tfK> 
VMiri— and  he  may  not  lx*  so  punctual 
in  the  future, 

I'rornptrjess  lx*gi-ts  promptni-ss. 
Departmental  resp«»nse  follows  a 
!  chain  reaction,  Tlie  wise  supervisor 
I  will  encourage  his  colleagues  by  his 
'  ow'n  example. 

I  (To  Im!  cimtittuffl  ru’xi  titonth) 
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unusual  training  aids 

by  DITTO, 


mail  coupon  for 


These  teaching  helps  are  more  than  routine  office- 
type  lessons.  Instructors  praise  this  material  be¬ 
cause  it  rK)t  only  provides  practice  under  actual 
business  conditions  but  makes  students  understand 
that  business  runs  on  forms  and  copies.  This  in¬ 
sures  that  they  will  be  more  capable  beginners,  better 
able  to  move  ahead  quickly ...  reflecting  credit  on 
their  instruction.  Prepared  by  ditto  in  cooperation 
with  The  Foundation  for  Business  Education.  All  5 
are  FREE.  Just  mail  the  coupon. 


’C0FI(S-TNE  MEAIT  OF  MOOEBN  lUSINESS  ‘ 

...manual  of  office  styled  dictation  material,  complete 
with  the  normal  interruptions  and  distractions  which  go 
with  everyday  office  operation.  Contains  checking  and 
straight-timed  dictation  material. 

WHAT  EVERY  TYPIST  SHOULD  KNOW  AlOUT  COPIES  IN  OFFICE  WORK 

...a  tour-page  piece  which  has  a  pre-counted  one,  five 
and  ten  minute  typing  speed  and  accuracy  test  on  the 
front  page  and  rough  typed  material  for  putting  into 
final  form  on  the  inside. 


lEARNINO  NOW  TO  OPERATE  TIE  DIHO  0  10" 

...  a  five-lesson,  self-teaching  manual,  designed  so  that 
even  below  average  students  can  readily  learn  the 
operation  of  the  0-10  machine  in  relation  to  today's 
business  needs. 


WALL  CNART-D-IO  OPERATINO  INSTRUCTIONS 
...  a  beautifully  illustrated,  step-by-step  instruction  wall 
chart.  Enables  any  student  to  produce  good  copies  on 
first  trial. 

LETTERHEAD  AND  IILLHEAD  MASTERS 

...4  Letterhead  and  2  Billhead  designs  pre-printed  on 
DITTO  Mastersheets  ready  for  reproduction  of  up  to  300 
or  more  copies,  as  needed  for  student  practice  In  typing 
letters  and  invoices 


DITTO,  Inc.,  3446  Pratt  Avenue,  Chicago  46,  Illinois 

IMIo  of  C«n«iti  ltd,  Totonlo.  Canada  •  Ditto  (Britain)  ltd  IK  121  Nam  Kin((  Road  Failiam  london.  S  W  6’  ln|land 

Cantlaman  Withoat  coal  or  oRliiation 
plaata  aand  ma 

n  Copiai— tha  Haait  of  Modtrn  Bawnait 

□  Wliat  tvary  Typitt  SRould  Know  About 
Copiat  m  Oftwa  Work 

□  laarnini  How  To  Um  Tha  DITTO  0  10 

□  Wall  CKart-D  10  Oparalmi  Intliuctioni 

□  Lattarhaad  and  Brllkaad  Matttra 


County 


BUSINKSS  EDUCATION  WOKLD 
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Professional 


Niws  SPOT  LIGHT 


Why  Office  Workers  Leave  "Home" 

.  .  .  has  puzzled  more  than  one  office  supervisor.  This 
summer,  the  Philadelphia  chapter  of  NOMA  decided  to  find 
out  the  reasons.  Checking  up  on  why  over  a  thousand 
workers  left  their  office  Jobs  in  the  Philadelphia  area, 
they  came  up  with  some  interesting  findings; 

Getting  married  is  nowhere  near  as  importfint  a  reason 
for  a  girl  quitting  as  is  commonly  believed.  The 
average  single  girl  is  more  than  twice  as  likely  to  be 
fired  for  incompetence  than  either  a  man  or  a  married 
woman.  If  she  survives  the  first  year,  the  most  likely 
reason  for  her  to  leave  is  that  somebody  offered  her 
more  money,  a  better  chance  to  get  ahead,  or  more 
appealing  work. 

Once  a  girl  is  married,  the  most  likely  reason  for 
her  to  leave  is  that  her  husband  has  been  transferred 
or  for  "f.'imily  reasons."  Few  married  women  seem  to  get 
fired  for  incompetence.  The  proportion  who  leave  for 
more  money,  better  opportunity,  or  more  congenial  work 
is  small,  too.  When  a  man  is  hired  for  office  work, 
the  most  likely  reason  for  him  to  leave  is  that  he 
decides  to  go  back  to  school  for  more  education.  Or — 
he  may  be  drafted.  After  the  first-year  hurdle  is  over, 
he  isn't  too  likely  to  leave  unless  someone  offers  him 
a  bigger  salary,  a  better  opportunity,  or  more  congenial 
work.  More  data  on  these  findings  is  available  from 
NOMA,  Box  136,  Willow  Grove,  Pennsylvania. 

Higher  Pay  and  Less  Work  for  Teachers  Recommended 

.  .  .  at  international  education  conference  in  Frank¬ 
furt,  Germany.  Remedies  for  the  world-wide  teacher 
shortage  were  presented  last  month  to  the  1957  meet¬ 
ing  of  the  World  Confederation  of  Organizations  of  the 
Teaching  Profession.  The  group  represents  3  million 
teachers  in  40  major  countries  of  the  free  world. 

"A  substantial  improvement  in  teachers'  salaries 
relative  to  the  salaries  of  comparably  qualified  pro¬ 
fessional  people  would  be  perhaps  the  nutin  contribution 
to  solving  the  problem,"  one  report  stated.  It  found  the 
best  paid  teachers  in  North  America  and  Western  Europe 
and  stated  that  in  other  parts  of  the  world  "teachers 
must  do  a  considerable  amount  of  extra  work  merely  to 
exist."  The  group  recommended  four  steps  be  taken: 

(1)  improve  teacher  pensions,  especially  in  the  United 
Kingdom  and  Canada;  (2)  give  more  permanent  appointments 
to  teachers  and  improve  sick-leave  arrangements;  (3) 
continue  pension  payments  for  retired  teachers  who  are 
summoned  back  to  the  classroom;  and  (4)  pay  married 
women  teachers  salaries  compftrable  to  those  paid  men. 


PiOPLt 


•  Mrs.  I.4»iiisi‘  Far!  kiiiiu-y  w.is 
iiaiiK'd  1957  Iliuli  Sthool  Itiisinrss 
IVmcIut  «tf  •In*  ViMi  by  .NOMA  TIm* 
hoiiiii  was  Ix-stowrd  in  May  .it  tin* 
oi^aiii/atinn's  intrrnatioiial  (-onb-miis* 
and  cxpiisition  ludd  in  Los  An^l‘ll‘s. 

Mrs  Kinney  lias  taiiKlit  biHikLei’p- 
in^.  typing,  and  clerieal  nffiee  praetiiv 
.it  liatdii  Itiinue  ( l.nnisiana )  lliub 
.S(  III  Mil  sinie  1912.  She  is  a  sponsor  ot 
the  liM'.il  I  liaptei  ol  tlie  Business 
headers  ol  .Xinerii.i 

riie  l.onisiana  te.ii  bei  u.is  eiteil 
lor  lier  “onlst.indini4  kno\sled|4e  and 
nnderstandinit  ol  teaeliiiiK  nietliiMls, 
lor  liei  elose  work  with  business  .mil 
industry  in  Im-Ii.iII  ol  ednealion,  and 
ioi  ber  ai  bievenients  in  instrnetinK 
students  in  business  snbjeets.'*  Ibe 
INO.M.X  (iold  Key  w.is  piesenled  by 
(dadys  I'ei  k,  i  b.iiini.in  ol  ibe  y(tonp*s 
National  St  IhmiIs  ( 'oinniittee 


•  Bayinond  i'.  Breeker  b.is  la-en 
ap]>ointed  direetiir  of  iin.iiiei.d  plan* 
■  ling  and  bnd^eling  lor  tbe  Bnlialo 


Bavmiimi  F.  Buk.i  kr n 

.  ,  ftiulurtiim  in  Hnffiiln 


(New  Yoik  Bo.iid  ol  l''dni.ilion  lie 
was  lorinetly  an  iiistrni-tor  in  olliie 
piai  tin*  .il  Sonib  Fark  II114I1  Si  bool, 
Bnlialo 

Dr.  Breeker  reeeived  bis  Ivl.  D 


SKKIKMBKB,  1957 
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Dirty  type  rewlu  in  ine»«v  letter*.  Type 
cntlccu  ribbon  ink,  piiper  lu//  and  ttencil 
wax,  Uk  of  ■olveiil*  on  the  type  wakhc* 
the  dirt  from  the  type  facet  down  into  the 
machine 

TYHhMASThK  type  cleaning  hruth  cleann 
the  type  without  uting  tolventt  on  the  type. 
I  he  ^l  YNKX"  nylon  brittict  draw  the 
dirt  off  the  type  into  the  bruth.  Wath  the 
dirty  hruah  clean  with  toap  and  water. 


Start  today  with  clear  tharp  letter*.  Order 
1  Yl'I.Vf ASI  f-.H  from  your  dealer  or  tend 
your  order  directly  to  u*  with  the  name  of 
your  dealer,  Hruthc*,  SOf  eaih;  $1.30  for 
complete  VI  I.NO  HKIJSII-KI'I , 


529  So.  7tti  St.  •  Minnaopolit  15,  Minn. 


"SECRETARY- 
GIRL  OF  THE  YEAR" 

A  2*  pag*.  taclaal,  intormativ*  boohkt  pratant* 
lag  by  uta  ot  cata  bitleriat  facli  about  aacratanal 
laba  •a  1 1  diftaraal  field*  Provide*  aa*w*rt  to 
Mich  gHa*fiaa«  at  *alary,  epportuaitia*,  laquirad 
aducatiaa,  workiag  caaditiaa*,  ale.  tapriated 
from  March  luua  of  Today'*  Sacrelary. 

Single  Capla*  — ■  lie 
Scad  order  aad  raialllaaca  to: 

Roprint  Oaparfmant 
lUSINISt  lOUCATION  WORLD 
110  W.  42nd  If.,  New  Varh  14,  N.  V, 


New  Motivation  Device 
For  Typing  Teachers 

A  new  parkri  rnvrlmie  that  rontaino 
*‘iiii*h-oiit*''  III  the  Ty|iiiig  Trarlirr** 
Hot  Koil  Motivation  Tirvier-  (or  hulletin 
board  or  hlacklioard  i  mt.  'I'hr  “puah-out** 
ear  inodrU  are  pp  p  irrd  Iroin  utrong 
briatol  paper  in  five  did  Tent  ndor*.  Karh 
uf  the  15  aheet*  ronlain  1 1  iniMlel  car*, 
providing  a  total  of  210  lo  take  can-  of 
5  riakaeo.  Included  with  ihe  kit  are  in- 
airuction*  to  aid  the  teacher  in  u*ing  tin* 
plan  to  improve  KtiidenI*'  kpred  and  >kili 
in  ly|iewriliii|t.  I'rice;  ll.lkf  raih. 

Srni/  orHnt  to; 

TfptwriNng  Hetivation  Headquarters 

3227  Tenth  Ava.,  Hantlngfon,  W,  Va. 


(l<‘f;rfte  earlier  this  year  from  the  Uni¬ 
versity  tA  Buffalo.  His  tliesis,  “The 
OrKuiii/ation  of  Office  Practice  Lalro- 
I  ratory  Facilities, “  was  written  under 
{  tlie  direction  of  Biirvil  Glenn. 

I 

•  /a'liohiu  K.  Tye  received  her 
;  Ph.  1).  degree  this  June  from  Ohio 
i  State  University,  Cjolumbus.  She  is 

an  associate  professor  of  hiisiness 
education  at  Cieorgia  State*  CJollege  of 
j  Business  .\driiini.stration,  Atlanta. 

!  Miss  Tye’s  thesis  was  entitled,  “An 
Analysis  of  Seerttarial  Science  Cur- 
riculimis  in  Publit;  and  Private  Junior 
(Jolleges  in  the  United  States.”  Her 
major  advisers  were  C diaries  B.  Hicks 
I  and  J.  Marshall  Hanna, 
i  Miss  Tye  has  also  taught  at  Georgia 
Southwestern  (aillege,  Ohio  State 
University,  aiul  Florida  State  Univer- 

I  «ffy* 

•  Carl  H.  Cummings,  secretary  of 
.\BTA,  has  l>een  appointed  assistant 
dean  of  the  evening  college  at  the 
University  of  Cincinnati.  Prior  to  tliis 
apiKJintment  he  hud  taught  at  Dallas 
faillege  of  Southern  .MethiHlist  Uni- 

'  versity,  the  University  of  Texas, 
Nortliw**stern  University,  the  Univer- 
I  sity  of  Southern  (California,  and  West- 
'  ern  Illinois  University.  He  holds  a 
I  doctoratfr  from  Nortliwestcrn  Univer¬ 
sity,  Kvunston,  Illinois. 

I 

•  Jeffrey  lU  Stewart  has  joined 
!  the  faculty  of  Virginia  Polytechnic 

Institute,  Blacksburg.  As  an  assistant 
i  professor  of  business  education,  he 
'  will  develop  a  program  of  systems, 

'  methods,  and  piiKcdures,  as  applied 
i  to  office  management,  that  w'ill  Ik*- 
!  come  part  of  the  business-teacher¬ 
training  program  at  VPl. 

•  Mrs,  Dorothy  Finkelhor  recently 
receivi*d  appointments  to  three  high 

i  educational  committees.  Most  re¬ 
cently  she  was  a  delegate  to  this 
siiinmer's  conference  of  the  Middle 
Atlantie  region  of  the  President’s 
I  (Committe**  on  Kducatioii  Beyond  the 
High  School. 

In  May.  she  was  named  to  the 
,  Pennsylvania  State  Board  of  Private 
Business  ScIiimiIs,  and  earlier  she  had 
I  Im'iti  choM*n  for  the  rxi*cutivc  iMiartl 
!  of  KBTA.  Mrs.  Fink**lhor  is  the 
'  founder  of  the  Business  Training  Col¬ 
lege,  Pittsburgh. 

•  riiomas  \V,  Cerrity  has  In-en 
I  appointed  director  of  the  Schools  of 
I  Busin(*ss  of  International  (Correspond- 
'  emt*  SchiKils,  Scranton,  Pennsylvania, 
j  Mr.  (Cerrity  joined  ICS  in  19.5.3  and 
I  lM*came  principal  of  the  business 

schools  in  19.51. 

•  Antonette  K.  Dilarreto  was  the 
recipient  of  the  19.57  Alumni  Award 


<if  Bryant  College,  Providence,  Kluxle 
Island.  Her  citation  paid  tribute  to 
her  “outstanding  achievements  in  the 
field  of  education  and  in  c-ommunity 
service,”  Formerly  chairman  of  the 
business  department  at  Boston  Uni¬ 
versity  Junior  (College,  this  fall  she 
joined  the  faculty  of  the  School  of 
KdiicatifJii  of  Boston  (College,  Chest¬ 
nut  Hill,  Massachusetts. 

•Mrs.  Dilvrreto  gradiiatetl  from 
Bryant  (College  in  1940,  She  recently 
rec-eived  her  doc-torate  in  education 
at  Boston  University. 

•  Holx  rt  (C,  Hallisy,  (h*an  of  the 
comnx'rcial  division  of  Ferris  Institute, 
Big  Bapids,  .Michigan,  died  in  June. 
Dr.  Hallisy  was  fonnerly  head  of 
the  department  of  business  education 
at  Bloomsburg  (Pennsylvania)  State 
Teachers  (College. 


GROUPS 


•  'I'hc  Tri-Slate  BKA  will  hold  its 
19.57  convention  at  the  Hotel  Sher- 
wyn,  Pittsburgh,  Pennsylvania,  on 
Novemlrer  1.5  ami  Ifi.  The  convention 
tlu'ine  is  "Partly  Psychological,"  and 
a  s|x*cial  topic  at  all  section  meetings 
will  Ire  the  applicable  elements  of 
psychirlogy. 

The  keynote  .sjwakcr  vsill  Ire  L. 
Kathryn  Dice,  clinical  psyclurlogist 
and  supervisor  of  s|M*cial  education 
for  the  Allegheny  (!ounty  (Pennsyl¬ 
vania)  Public  ScluKrls.  Participating  in 
the  .section  programs  will  Ire  .Alan  C. 
I.htyd,  (Cregg  Publishing  Divisiern, 
Mc<Craw-Hill  Bmrk  (Company,  .New 
York  (City;  Peter  I,.  Agnew,  New  York 
University;  H.  H.  Green,  N'errthwest- 
ern  I'niversity,  Kvanston,  Illinois;  and 
R.  1).  (CiMrjM'r,  South-Western  Publish¬ 
ing  (Company,  (Cincinnati. 

sjwcial  feature  of  the  Saturday- 
morning  pntgram  will  Im*  a  lectiire- 
demonstrati<tn  ern  “(Creative  Problem 
Solving”  by  Sidney  J.  Panics,  of  the 
UniviTsity  of  Buffalo  (New  York). 
The  meeting  will  attempt  to  scrive 
some  of  the  problems  faced  by  lK*gin- 
ning  t(‘achers. 

•  'Ihe  .Mountain-Plains  BF.\  held 
its  annual  c<rnvention  at  Dallas,  'Fexas, 
in  Jiim*.  .Approximately  450  people 
attemh'd  the  nK‘«*ting,  which  was 
held  in  conjunction  with  the  UBKA 
(Centennial  Celebration  hrr  Business 
Fdueation. 

New  officers  are:  president,  F. 
Wayne  House,  University  of  Ne¬ 
braska,  Lincoln;  vkt?-presid«*nt,  P\ 
Kendrick  Bangs,  University  of  CColo- 
rado,  Bouhler;  treasurer,  Hiilren  J. 
Duinler,  St.  John’s  (College,  Winfield, 
Kansas;  and  executive  secretary. 
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Agnts  Kinney,  North  High  School, 
Denver,  Colorado. 

The  Ml'-BEA  will  hold  its  1958 
convention  in  Rapid  (-ity.  South  I>a* 
kota.  The  1959  convention  will  Ik,* 
held  in  Oklahoma  CJity. 

•  Th»-  Catholic  BE  A  has  an¬ 
nounced  a  new  chainnan  of  its  Txping 
Tests  (.'oinmitU'c.  She  is  Sister  Mary 
Clifford,  P.B.V'.M.,  Immaculate  Con¬ 
ception  School,  Kairhank,  Iowa. 
During  the  past  year  the  tests  were 
us<h1  in  625  schools  in  the  United 
States,  Canada,  Newfoun<ll.md, 
Puerto  Rico,  and  Hawaii.  This  year 
certificates  will  give  s|)4‘cial  recog¬ 
nition  to  rpialifying  award  pa|M‘rs  done 
on  electric  tyiwwriters.  C.'ertificates 
and  pins  may  1h*  ordered  from  Sister 
Helen  .Marie,  P.B.V.M.,  Saint  Pat¬ 
rick’s  SchiMil,  W'aukon.  Iowa. 

Newly  elected  inemlM'rs  of  the 
executive  board  of  the  Catholic 
BE.\  Midwest  Unit  are;  Sister  Mary 
('lifford.  Rev.  Bertin  Smith,  O.C., 
Joliet  (Illinois)  C'atholic  High  ScIkm)!; 
Brother  John  Michael,  K..S.(;.,  St.  Mel 
High  SchtK)l,  Chicago;  and  William 
j.  Jones,  Duchesne  College  of  the 
Sacr«*d  Heart,  Omaha,  Nebraska. 

•  NS.\  (International),  in  co¬ 
operation  with  .Michigan  State  Univer¬ 


sity,  F'a.st  I.4msing,  is  s(>onsoring  a  > 
LilK'ral  Arts  Institute  for  S«*cretaries  i 
at  the  Kellogg  (>ull  Lake  Biological  | 
Station,  (hill  Lake,  Michig.m,  from  ; 
September  1  to  14.  .Attendanc'e  is 
oi)en  to  memlrcrs  who  have  attained 
a  (>PS  rating  in  the  AssiK'iation.  I 

Purpose  of  the  Institute  is  to  “pro¬ 
vide  the  skilled  secretaries  with  a 
lil)eral-arts  program  that  will  broaden 
their  intellectual  horizons  and  con¬ 
tribute  to  their  development  as  indi¬ 
viduals  and  memlK>rs  of  the  business 
world.”  Director  of  the  Institute  is 
.Mary  V’irginia  .MiKire,  <‘ducational 
consultant  for  N'Sa. 

•  Th<*ta  .Alpha  Delta  held  its 
st'cond  national  convioition  at  Los 
.Angel»*s  in  .April.  The  following  new 
officers  were  elected:  president, 
Henrif'tta  .Martin,  El  (aimino  Junior 
(a)lh-ge;  first  \  kf-president,  Mrs.  i 
Toma  K.  I  yler,  .Minlesto  Junior  (a»l- 
lege;  second  vice-president,  Doris  j 
Hageman,  College  of  Marin,  K(‘nt- 
field;  secretary,  (denna  Wright,  | 
Carfield  High  ScIkmiI,  Los  Angeles; 
treasurer,  R./di  Robinson,  San  Diego 
Junior  (Joliege;  national  organizer,  i 
Mildred  Sears,  Chico  State  (aillege, 
and  national  hi.storian,  Mildred  la-e, 
San  (hdiriel  High  ScIiimiI,  Whittier.  , 

(^invention  ihairinan  was  (dara  I 


UP  GOES 

ePFICIENCY 


in  classroom  or  office! 


CLEAR-VIEW 
COPYBOOK  HOLDER 


holds  all  sizes  and  types 

of  top-bound  books 

V  ItlM**!  ty«  itrOIM,  MCMrCCV. 

V  It'  ■  I*  *<*•:  flit  all  4a«lit,  pf«vl4a«  la* 
aoiy  itofopa 

V  Taa  caavtaiani  afoavat  far  paat  ar  paacli* 

V  Will  aal  "•alk''^  aff  da«k 

V  Atiractiva  calart  ip'aaa,  biawa,  Ivary,  art-aialal 
aroy,  yallawi- 

V  ^aatii  taifaca  praytdaa  aoly  claaaiap  aad  baf- 
maaiavi  oppaoiaaca 

^  CaatIriKfad  af  laap  laitiaf,  raiafarcad  palyityraaa 
plailk 

^UCIt 

I -I  I  Capybaah  Heldart  .  ..  $2  00  aacb 

i2-4l  Capybaak  Haldan  ....  1.7$  aa<b 

4«.M  Capybaah  Haldart  1  M  aach 

97  aad  aiara  .  .  I  SO  aacb 

bricaa  f  O.O.  Saa  DIapa,  Callfarala 

CLEAR-VIEW  COMPANY 

Oapt.  ■,  3227  Fara  St..  Saa  Olapa  4,  Calif. 


by  Jlcisper  Table  Co. 


TA  234  ADJUST  A  DESK 
20'*  X  34"  *  30'  H 


Designed  and  built  by  Jasper  Table  Co.  to  aid  typing  effi¬ 
ciency  in  the  classroom  or  office.  Important  feature  is  Ihe 
exclusive  adjustable  typing  platform  that  improves  posture, 
reduces  eye  strain,  cuts  typing  fatigue.  A  counterbalanced 
spring  type  mechanism  allows  fast,  accurate  height  adjust¬ 
ments  of  typing  surface  from  26"  to  30"  in  V2"  adjustments. 
Typing  platform  is  MW  wide  x  IbV?”  deep,  will  accom¬ 
modate  all  typewriters,  including  electric. 


TA  134  ADJUST  A  TABLE 
20'  X  36"  X  30"  H 


jasper  table  CO..  JASPER.  INDIANA 
Please  tend  Jasper  Typewriter  Adjusl-A-Oetkt 
Adjutl-A-Tablet  information. 

NAMf  _______________________ 


.  new  aid  to  {typing  efficiency 


*The  Hammond  "Type tighf'  mechinlyn  1$  now 
available  as  an  alternate  adjusting  device. 


AOOtfSS. 
CITY _ 


SEFI  EMBER.  1957 


_ ZONI 


jATf 
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Vic<Jlij*ky,  lAt%  AiiK<‘Unt  JuiiK>r  (.olU*nc 
•  A 

•  'I'lir  Afcri'ditiiiK  Omiiriikkioii  for 

ScIhkiIs  ariiio«iii('4*<l  tfw  eli'c- 
tioii  of  (du'hU'y  if.  liiikMMi  a«  chair* 
loan  for  the  coniiod  year,  lie  i« 
|)re«i(leiit  of  lioksoii  (!olle|{e,  HuiiKor, 
Maiiw*. 

f  Continued  in  office  were  Brioe  K. 
(«ate»  of  Waterloo,  Iowa,  and  Harold 
H.  I'okt,  I'okt  junior  flollej^e  of  (ioni- 
nierce,  Waferhnry,  Onnn'i-timt,  H. 
I).  llo])kinit  reinaiiiK  cfMikiiltant,  and 
Warren  Hrnner,  e*e<iitive  weretary, 

HeliriiiK  chairman  jay  W'.  Miller, 
president  of  (>oldy  Beaconi  ScIkniI  of 
Business,  Wilmington,  Delaware,  was 
named  a  consnitani  to  AtJlS.  Als<i 
named  as  a  consultant  was  jolm  B. 
linmphreys,  who  pie«i*ded  Dr.  Miller 
as  chairman. 

I 

•  'I'lie  .Nevada  '  BKA  was  formed 
at  a  m(‘«*tin|{  of  hnsiness-«*dncation 
teachers  held  in  Beno  diiriiiK  May. 
'Ihe  first  laiard  of  officers  Is.  pre-si- 
dent,  john  f ^asc'iia,  Bcmio  Ifiith  SchiKil; 
vice-pn*sidiMit,  B«'vc*rl<-y  l.mnc*cke, 
Beno  Bnsmc'ss  Colle}{c*;  sc'crc'tars, 
Mrs.  Mary  jones,  Hawthorne;  treav* 
iiri*r,  'I'ony  Savenelli,  (dmrc  hill  Ooimty 
IfiKh  School. 

•  NOMA  I'lc-ctc'd  a  nc-w  c-xeciitive 
laiurcl  at  its  dHth  International  Cam* 
ference  hc-ld  in  Ia»s  An|{eles.  'I’hc*  iic*w 
presidcMit  is  |•'lallk  O.  Mac  llroy,  Wi*sl* 


erii  Kmployers  Sc'rvice^,  San  Fran* 
ci.scc>. 

Othc*r  officers  arc*;  first  vke-prc‘si* 
dent,  F,  .\.  Sc-hnlt/,  Syracuse-,  Nc*w 
York;  and  vice-presiclents,  j.  B. 
I  aylor,  Wayne*  .State  l'nivc*rsity,  l.)e- 
troit;  F,  S.  Talc-ott,  St.  I'aiil,  .Minne* 
sccta;  and  VV'alter  Kmmc*rlin^, 
Oincinnatj.  (amtinninK  vice-presidc‘nts 
are  B.  B.  H(kIkc*s,  Framin;{hani, 
.Massachusetts,  and  L.  M.  Ca»||ins, 
IB.M  C;orpciratioii,  .New  Ycirk  (aty,  W, 
H.  Kvans,  Philadelphia,  continnc's  as 
c*xc*culive  vicc**prc*siclent. 

.Nc'W'ly  elc'cled  dirc*c-tors  arc*;  Flovd 
Chiillot,  .M.  A.  Shc-rman,  If.  O.  Wi*nzel, 
F.  1).  Hurt,  I.  1).  Krc*idl>c*rK.  B.  VN'. 
Purses,  W,  I..  Myc*rs,  and  N.  A.  C)lson. 
Camtiniiin^  dirc'ctors  are:  j.  Crc*c*n- 
wockI,  a.  F,.  Biddle*,  B.  F.  Hamer, 
r.  C’.  Y'c*anian,  j.  If.  jackson,  j.  H. 
C^naritins,  and  A.  (•.  Bagwell. 


SCHOOLS 


•  Wc*stc*rn  Michii^an  I'niversity, 
kalama/.oo,  has  o|)4*ned  a  clepar1mc*iil 
of  acconnlin|{  in  its  schcNil  of  hnsiimss 
Head  of  the*  nc*w'  departmc*nt  will  Im* 
BoIm'iI  B.  Wotni((ht,  an  instructor  in 
accoimtin;;  at  the  imivc-rsitv  since 

mi. 

•  (ailnmhia  Ihiiversity  hc-lcl  a  two- 
day  confc*rc‘nce  in  .\nKnst  on  the 


subject,  "Bc-sc*arcli  in  Biisinc*ss  .Auto¬ 
mation  and  Businc*ss  Fclucation.”  The 
sessions  were  attc*ncic*d  by  alxiiit  75 
student  businc*ss  tc*achers,  plus  ad* 
mini-stratcirs,  cnirricultim  sp«*cialists, 
and  businc*ss  |M*rsonnel. 


OiNiRA L 


•  One*  hundrc*d  livin^  |M*rsons  wfio 
have  made*  outstanding^  contributions 
to  secondary  c*clucation  will  Im 
hcmorc*d  in  june,  Pf.5H,  by  the* 
Shattiick  School,  Faribault,  .\f innesota. 
The  awards  will  lx*  prc*M*ntc*d  durin;( 
the  schcMil’s  Ontennial  obsc*rvance. 

Not  only  will  tc-aelwrs  and  ad¬ 
ministrators  Im*  eligible  for  the  award, 
but  also  authors,  c-ditors,  lM*nc*fac- 
tors,  memlx'rs  of  parc*nt-tc*acher 
orKani/ations,  etc.  A  nomination  may 
Im-  made  simply  by  sc-ndin;;  in  the 
name-  and  address  of  the  pc-rson  nomi* 
natc*d,  a  hric*!  statc-ment  of  the 
rc-ason  for  the  nomination,  and  the 
name-  and  adclrc*ss  of  the  jx*rson 
makiiiK  the  nomination.  I'hesc*  should 
Im*  sc*nt  to  The*  Clentennial  Office*, 
Shattuck  SchcMil,  Faribault,  Minne-.sota. 

•  To  briiiK  loKc-thc-r  the-  thc-orc-t- 
ical  classroom  c*conomist  and  the 
practical  businc‘ss  exc*cutivc‘,  a  four- 
wc*c‘k  Fa'onomics-ln-.Action  Sc*minar 
was  held  from  june  15  to  july  15  at 
Ciase  Institute  of  'IVchnoloKy,  (.'levc-* 
land,  Ohio.  Fifty  profe-ssors  of  eco¬ 
nomics  attendc-d  the  fivc*-days-a-wc“c*k 
proKram  to  improve  thc-ir  classrcKim 
tec'hni(|uc>  and  lM*coiiie  in  closc-r  touch 
with  industry  and  its  lc‘aclc*rs.  A'isits 
to  twelve-  industrial  plants  and  two 
banks  wc-rc-  includc-d  in  the  pro;{ram. 
Funds  for  the-  sc-ssions  wc*rc-  providc-d 
by  the  Bc-piiblic  Stc-c-l  (a>r])oration. 

•  The-  .Ne-w  York  (iity  Board  of 
F.clucation  has  sanctione-cl  as  one  of 
its  in-sc*rvice*  traininu  c-oiirsc-s  a  coursc- 
«»ffe*re-cl  by  the-  Dictaphone  (airpora- 
tiem,  “Me-thcKls  of  're-acjunn  Dicta¬ 
phone-  Machine  ()|)e-ration.”  Ki|'hte-e*n 
Ne-w  Yeirk  C.'ity  te-ache-rs  and  clerks 
re-ce-ntly  c-omple-te-d  a  15-we*e-k  course 
tau^ht  by  C.'onrad  j.  Saphic-r,  eif 
BrookUn  Caille-ge-. 

•  .A  re-nt-purchase  program  for 
schoeils  and  biisine-ss  c-ducation 
c-oiirsc-s  has  iM-e-n  annemnee-d  by  (ilary 
C  iorporation,  San  flabriel,  California. 
l'nde*r  the-  plan  a  scIuhiI  can  rc-nt  any 
machine  for  up  to  nine-  months  and  at 
the-  e-nci  of  this  |>e-ri(Ml  apply  the- 
whole-  rental,  minus  a  small  mainte-- 
nance  and  sc*rvic'e  charge,  toward  the* 
machine’s  purcha.se*.  Tlie-  program 
covf*rN  thirte-e-n  adding  machinc*s  and 
nine  cash  ie-giste*rs  made*  bv  (.’lar>'. 


Pi  Om«ga  Pi  Notional  Choptor  Award,  1956-57 


lihlTA  K.XriW  (’UAPTFH,  F.tui  Caritfitui  (UAIt’gr,  (.Vee-rii  i7/e,  Sntih  Caro- 
litui,  trim  firvt  place  in  the  antnuil  Fi  Omega  Pi  tuiliotuil  chapter  etmtest.  At 
hm'cr  left,  Mrs.  Audreij  Dempsey,  tuitunuil  president  atui  also  eosiMmsor 
of  the  u  inning  eha/>ter,  presents  the  trophy  to  (Ireentille  Hanks,  rhaftter 
presideftt,  l^toking  on  at  their  left  is  Feiui  C.  Ellis,  cosjxmsttr  of  the  chapter. 
Seeotui  i>lare  uas  non  hy  .\lplui  Vpsilon  chapter,  .Miami  Ihtitersity,  Oxford, 
Ohio,  ('(miftetitum  teas  fudged  hy  .\lplui  Phi  chafiter,  Duquesne  Ihneersity, 
Pittshurgh,  Penmylvania,  last  years  le-inne-r. 
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Bl'SINKSS  KDl’f.ATION  WOBI.D 


.  's  '  i 


cxinwra 


Top:  lioht  rt  J.  (>'/irh‘ti,  Atniolir  Hr 
\rarrli  I'ouiuhttum,  ('hiniuo,  it(lilrr\.%- 
r\  tUr  ('dlholir  hl'.:\  iluriii^  il.i 
Stilnaiikri-  nnii  rtttion  t/ii.%  spnun  :\l 
ihr  fwiul  Itihir  urr  ( l«  tl  to 
SnYrr  Irrnr  dr  l.tnirdi's,  (’.S  /  .  ('HI. A 
I  irr  prrsuti’nt,  Hrotlu  r  Hritiiuins,  S 
C,Hl..\  prrsidnit;  I'ntnk  Donnrilij, 
(•rrun  Vtddishinn  Diusitui,  Mrdiiiit 
Hill  Himk  (’tntifmni/,  \ru  York.  Si'slrr 
.\l  lUrrrsr,  O.S/v,  Mmhniiui  llinh 
SrluHil,  Aurora,  Illinois,  and  Hrollirr 
].  .\lfrrd,  h.SX'.,  ('.Iirisliaii  Hrolhrrs 
('olli'iir,  \triiipliis,  I'ruurssrr . 


Second  from  top:  Hi^,li  .si  I  mol  siu 
ilriits  from  Dai/loti,  Ohio,  hrar  i.rik 
Ohissoii,  prrvidriit  of  I'ai  ll,  /nr.,  (/.  S. 
dislrihutor  of  Sit  nlish-madr  hiisinrsn 
iiiarliiui'H.  Thr  aiiiimd  sludrnt  Iri/i  to 
\'ru  York  ('.itif  i.s  spiniMorrd  hi/  ihr 
Daijloii  (‘ouiiril  on  World  Affairs. 


Third  from  top:  .\t  mrrtiiiK  of  South 
('aroliiui  Hi.A,  unrst  sprakrr  John  // 
Mooniiati  ilrft),  (  nil  rrsitif  of  hlorida, 
talks  n  ith  ,\ssoriation  offirrrs  (Irft  to 
rii^ht)  Harold  (lilhrrth,  i  irr-jirrsuhnt , 
Mrs.  Marunrritr  Hriulris,  ftast  prr.si 
dint,  Mrs.  W.  I'.  Jarkson,  prrsidrnt, 
and  Mrta  dallahnni,  srrrrtarii  tn  as 
urn. 


Bottom:  ■\ttrndiim  Ihittirth  Ann/ 

I  rr.sanj  i  rlrhratiim  of  thr  C.ommrn  ud 
I'.diii  atiim  Assoiiation  of  Srn  York 
(at If  arr  ilrft  to  ri^ht );  .\dolph  } 
Krstriihunm,  prrsidrnt,  (1.  I^rrdrrilk 
Prrtsrh,  assoriatr  snprrintrndrnt  of 
Srn  York  (litif  si  hinds,  C.larr  Hrtz, 
jnisi  prrsulrnt,  and  Jo.si'ph  drnhrr, 
liti)  dirritor  of  hnsinrss  rdniation 
I  hr  Cl. A  rri  rii  rd  srmii  rntrnnial 
inrdalliim  from  Parr  Colli  er,  n  hii  h 
also  annnnni rd  rstahlishmrnt  of  a 
SI  holarship  In  honor  of  Crnhrr 
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ADVERTISERS 


V«rftotiU  Tap«  R«cord«r 

'1  li#*  'I  tape  recorder  will 

reproiliK-e  coiiveritatiofi  or  live  rniisi- 
eal  iM'rlorinuticek  with  uhkoliite  fidel¬ 
ity  in  kiM'edk  raiiKiiiK  from  1-7,  H 
throiit^h  d-3/4  to  7-J/2  inc-hek  pi-r 
kcc-ond.  The  recorder  is  available  in 
two  iiKHlels,  #2,  which  reprtMliices 


np  to  10, (MK)  cy«  les,  and  #3,  which 
repr<Hhices  np  to  I3,0(K)  cycles.  Both 
iikmIcIs  are  also  available  with  reinote- 
(.-ontiol  o|MTation  by  means  of  a 
phiKKcd-in  f«M)t-|M'<lal  switch.  Net 
prices  are  $2 19. ■30  and  $2^t9..')0,  with 
rr-inote  control  $.30  extra. 

Also  asailable  is  a  hi-fi  corner 
s|HMker,  approximately  20  by  40  by 
10  indies.  Its  8-inch  speaker  and 
tweeter  cone  have  u  raiiKe  of  00  to 
10, (MK)  cycles.  'I'he  pri(«  is  $0tf.  I'or 
further  informat>*'i>t  write  to  I'and- 
Iwrn,  10  K.  .32  St.,  New  York,  New 
York. 


N«w  Duplicator  I*  Portablo 

An  inkless  duplicator  may  now  lx* 
carried  from  classriMirii  to  classnxim, 
or  from  ollic-<*  to  office.  'I'he  Korrli- 
Kraph  KM)  weiffhs  under  27  pounds 


and  handles  paper  from  post -card  size 
up  to  9  by  14  inches. 

I'he  csimpuct  unit  has  two  Hap 
doors  that,  when  o|)en,  turn  it  into 


a  self-fea'diriK  rluplicator.  Its  Hiiid  is 
coritainerl  in  a  transparent  plastic 
cartrid({e  tfiat  is  spillproof.  An  autr>- 
matic  damp  catches  or  releases  the 
master  with  a  turn  of  the  crank.  The 
machine  is  priced  at  $149. 

For  further  details,  write  to  Bex- 
Hotary  Distributing  f Corporation,  .387 
Foul  til  Ave.,  New  York  10,  N  .  Y. 


Piefuro  and  Sound  in  a  Box 


Filmstrips  and  tap<*-recorded  sound 
are  synchroni/4>d  automatically  in  a 
new  self-contained  [irojection  unit 
called  BolKivision.  Kadi  picture  ap- 
|M*ars  on  a  9-  by  12  inch  "lenscreen"; 
the  screen’s  brilliancy  makes  it  com¬ 
pletely  visible  in  a  brightly  lighted 
riMim.  The  unit  wei|(hs  .30  pounds. 

I'p  to  I  10  pictures  can  lie  shown 
on  one  Hlmstrip.  Tape  cartrid|(es  can 
carry  up  to  one  hour  of  recordeil 
sound.  Becaiisi'  both  t.ijx*  and  film  are 
III  continuous  hxips,  the  unit  can 
rejXMt  its«*lf  if  it  is  not  set  to  ciit  oH 
automatically  at  the  end  of  the  film. 
.\ny  sound  slide-film  studio  can  supply 
a  ready-to-o|M*rate  sound  filmstrip 


when  Kiveii  a  script  and  photographs 
in  black  and  white  or  csilor. 

The  matiufacturer  is  the  Oakton 
F.ni;ineerin|{  (Corporation,  822.3  North 
(Christiana  .\ve.,  Skokie,  Ill. 


Automation  in  Typing 

A  new  step  in  offict'  automation, 
the  electronic  puiiched-tape  t>pe- 
writer,  has  Im'cii  aimounttHl  by 
BemiiiKton  Hand,  Division  of  Six-rry 
Hand  (Corporation,  31.3  Fourth  Ave., 
New  York  10,  N.  Y. 

When  iis<*<l  as  an  ordinary  electric 
typewriter  in  preparing  source  dcKii- 
ments,  the  machine  automatically 
translates  everything  (or  .selected 
(Lita  i  into  a  punched  tap<‘  for  sub- 
serpient  automatic  proc'essin^;  when 
fed  punched  tai)e  that  was  prepared 
on  it  or  other  machines,  it  automat¬ 
ically  “reads’*  and  types  out  the 


Hankers  Box  Oj.  .  .  13 

Hrushiiiakers,  Inc.  .48 

KiirrouKhs  (Corp.  Oiver  2 

Business  Teachinjj  Aids  11 

Chronicle  (Cuidancxr  I’liblications,  Inc.  .3 

:  (Clear-View  Co.  49 

!  (Comptometer  Ciirjwration  16 

IBtto,  Inc.  46 

Fraser  Co.  1.3 

Ksterbrook  Pen  Co.  (Cover  .3 

Fal)er-(Castell,  A.  W.,  Pencil  (Co.  9 

Kriden  Calcnilating  Machine  (Co.,  Inc.  4 

(Carrett  Tubular  Products,  Inc.  13 

I  (CreKi4  Puhlishin){  Divi.sion  8 

!  Institute  of  Fife  Insurance  1 

i  Inteniational  Business  .Machines  26-27 

;  ja.sp<-r  Table  Co.  49 

'  Ma((afile  (Co.  13 

I  .National  Cash  HeKister  Co.  CCt'ver  4 

i  BluHles,  M.  H.,  Inc.  1.3 

Ktiyal  Metal  Mfn.  Co.  3 

Hr>yal  'l  ypewriter  Co.  6-7 

Seinco  Sales  10 

.Smith-Corona  Inc.  14 

TyiiewritinK  .Motivation 

Headrjiiarters  48 


information  at  the  rate  of  120  words 
a  minute.  'Flie  madiine  is  available 
in  three  rniKlels:  a  tape-pundiiiiK  unit, 
a  tape-readiiiK  unit,  and  a  unit  that 
d(H*s  lioth. 

New  Products  at  a  Glance 

•  '"rypr'-Oiis,’’  transparent  index 
tabs  rerpiire  no  ins4‘rtin((  or  cutting;, 
adhere  to  all  materials.  Lengths  range 
from  .3 '4  to  3  inches;  in  six  colors. 
Made  by  Superior-Tabbies,  Inc.,  Room 
934,  Department  3.31.  222  West 
.Adams  St.,  Chicago  6,  III. 

•  “Klectriduct,"  heavy-duty  ex¬ 
tension  cord  that  adlu-res  to  fliKirs; 
available  with  or  without  wiring,  with 
or  without  wall  plug  and  cord  at  one 
end  and  duplex  outlet  at  other.  In 
4-,  .3-,  6-,  and  lO-hxit  lengths;  from 
$8.2.3  to  $13.75.  Made  by  Ideas,  Inc., 
fil.3  South  Sec-ond,  Laramie,  Wyo. 

•  Air-Stapler,  model  S.A-KX),  new 
air-powered  stapling  machine:  for  use 
wh€*rev<"r  pneumatic  lines  are  aped. 
Foot,  kiun-,  or  hand  op<*ration,  Ifevon 
pounds;  $49..3()  F.O.B.  Brooklyn. 
.Made  by  The  Staplex  Company,  In¬ 
dustrial  Division,  777.A-102  Fifth  Ave., 
Brooklyn  .32,  N.  Y. 

•  “E-Con-O-Me"  utility  office 
stand;  drop-leaf  arms  for  ctimpar-t 
storage,  one-pietx*  leg  bracket  for 
rigidity.  With  or  without  drawer.  St<*el 
instruction,  niblrer  casters.  .Made  by 
Interstate  Metal  Products  Company, 
Inc.,  666  l-ake  Shore  Drive,  Chicago 
II,  111. 


32 


BUSINESS  EDUCATION  WORLD 


MEET  THE  WINNERS 

Here  are  the  top  eight  classes  in 


Esterbrook’s  national  Gregg-shorthand  classes 


iMKhl  short hiiriii  rliiss<*s  hav**  h**«*ri  th«*  lM*st  in  all 

th«*  I’nitisi  Stales  in  Kstt^rlirook's  annual  (!ri*KK  hand  <'on- 
t»*st  for  n>r»<i-r)7.  f'oni^ratulations  to  the  winning  students  and 
teachers  alike.  ,\nd  ron^ratulations,  t<H),  to  the  many  other  fine 
rla.sses  that  entere«I  the  contest. 

Another  conti-st  will  he  announced  very  sof»n.  So  if  your  class 
flidn’t  enter  this  year,  you’ll  have  your  chance  aKain.  Watch  for 
details  in  this  magazine. 

And  remernher,  all  year  rouml,  in  ail  your  shorthand,  you’ll 
do  better, easier-to-read  work  with  a  (ireji^-approved  Ksterf)r»s>k 
[M*n  (tire^j^  point  No.  'I’he  cost  is  a  modest  $2.!k'»,  yet  an 

Ksterhr(x>k  is  a  (quality,  precision  pen  that  can  last  you  a  life¬ 
time.  And  points  are  replaceable.  If  you  darnaKeone,  a  new  point 
screws  in  in  s«*conds.  What  economy! 


The  only  Gregg-approved  pen 
with  replaceable  points 


COLLEOC  CLASS  A 

School 

city 

Taachar 

l»l  Placat 

State  Teachers  College 

Bloomsburg,  Pennsylvania 

Walter  S  Rygiel 

2nd  Placa: 

St  Joseph's  Secretarial  Institute 

Lockport,  New  York 

Sister  M  Bonawentute 

COLLEGIATE- CLASS  B 

lat  Placa: 

Aquinas  School 

Milton.  Massachusetts 

Sister  M  Albertina 

Sister  M  Blai'hin 

2nd  Placa t 

Greenon  High  School 

Springfield,  Ohio 

Mrs  Russell  Bolinger 

1  HIGH  SCHOOL  CLASS  A 

lat  Placat 

EIDorado  High  School 

EIDorado,  Kansas 

Robert  laforge 

2nd  Placa  1 

Carolina  High  School 

Greenville,  South  Carolina 

Mrs  Margaret  J  Ewert 

1  HIGH  SCHOOL  CLASS  B 

1  lat  Placat 

Saint  Joseph  High  School 

Lowell,  Massachusetts 

Sister  Saint  Matthieu 

1  2nd  Placat 

Alvernia  High  School 

Chicago,  Illinois 

Sister  Mary  Oigna 
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THt  TUNKN  olviuoN  of  Hurkea  Taraian,  Inc.  is  housed  in  this 
tnixlcrn  huildiiiK. 


S.  TAiiziAN.  I'residont  of  Harken  Tarzian,  Inc. 


A  vAmKTv  or  NmM-QUAUTv  PKooucTS  for  the  televinion  industry 
are  manufactured  liy  Harkes  Tarzian,  Inc. 


THIS  NATIONAL  CLASS  *'si”  handles  even  the  most  complex  accounting  jobs 
with  maximum  efficiency  and  speed. 


“Our  e/f^atlcruU  System 

saves  us  *31,600  a  year. . . 

pays  for  itself  every  11  months!”  -sarke. Tarxion. i„c. 

Bloomington,  Indiana 

Your  hiuu'ncss,  too,  ran  profit  from  the 
grratrr  eronomy  made  ponnihlr  liy  a  Na~ 
tional  System.  S’ationnln  pay  for  themifflm 
quickly  throiiyli  the  rarinijn  iheij  make  for 
you,  then  return  a  handmme  yearly  profit. 
For  complete  information,  call  your  nearby 
Rational  reprenentatire  today. 

You'll  find  him  lieted  in  the 
yellow  payee  of  your  phone  book. 


m  miOBAl  CASH  RECISTER  COMPAHY,  Dayton  9,  Ohio 

989  OfflCES  IN  94  COUNTRIES 


G/f^aOcnal: 

ACCOMTHM  8MCf»fMS 

AMUM  mMCMims  •  CAIN  moms 
Mfrt  (Vo  Camo*  HmmwJ 


"The  television  industry  has  grown  able,  general  letlger  and  payroll.  t)ur 

tremendously  in  a  relatively  short  National  Accounting  Machines  per- 

IM*riod  of  time.  To  provide  an  ac-  form  these  jobs  efficiently  an<l  eco- 

counting  set-up  flexible  enough  to  nomically,  greatly  reducing  the 

alworb  this  expansion,  we  installed  a  amount  of  time  and  effort  ordinarily 

National  System,”  writes  C.  F.  re«|uired  for  them.  And  liecause  our 

Clapham,  controller  of  Sarkes  '  Nationals  are  so  easy  to  operate,  they 
Tarzian,  Inc.  "Our  Nationals  have  make  it  ea.sier  for  us  to  train  new 

done  the  job— and  8av<*d  thousands  personnel,  too. 

of  dollars  for  us  in  the  process!  "By  increasing  the  efficiency  of  our 

"The  accounting  department  at  operation,  our  National  System  saves 

Sarkes  Tarzian  uses  Nationals  to  do  us  at  least  $31,600  a  year,  pays  for 

a  variety  of  jobs.  Among  the  most  itself  every  11  months!” 

important  of  these  is  broadcast  ac¬ 
counting  which  our  National  System 

handles  with  speed  and  accuracy.  We  — C.  F.  Clapham. 

also  use  Nationals  for  accounts  pay-  controller  of  Sarket  Tarzian,  Inc. 


\ 


